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Button  Functions 


Help  Buttons 


Region  Help  Button 

SH on  the  Regions  sub-form. Displays  a 
— - — screen  explaining  the  buttons  on  that 
form 


Locality  Keywords  Help  Button 

on  the  Locality  Keywords  sub-form. 
Displays  a screen  explaining  the  buttons 
on  that  form 


Duplicate  CAS  Help  Button 

on  the  Specimen  ID  page.  Displays  a help 
form  with  instructions  on  how  to  dupli- 
cate a record 


Form  Operation  Buttons 

Exit  Button 

\ 

Clear  Form  Button 

C-+ 

Closes  the  current  form  or  subform  and 
returns  to  previous  form 

Clears  information  from  all  fields  on  cur- 

rent  form 

Record  Operation  Buttons 

First  Record  Button 

Displays  first  record  in  table 


Prior  Record  Button 

Displays  prior  record  in  table 


Next  Record  Button 

Displays  next  record  in  table 


Last  Record  Button 

Displays  last  record  in  table 


Insert  Record  Button 

+ Insert  a new  blank  record 


Delete  Record  Button 

Deletes  current  record 


Edit  Record  Button 

^ Places  record  into  edit  mode,  allowing 
changes  to  be  made 

Other  Operation  Buttons 


Save  Record  Button 

>/  Saves  current  record 

Undo  Button 

X Returns  record  to  its  original  state  prior  to 
editing 

Remember  Button 

^ Remembers  certain  information,  which 
can  be  inserted  in  subsequent  records 

aa  Find  Button 

EPtI  Allows  you  to  search  for  a specific  record 

Flag  Button 

Flags  all  records  as  having  been  checked/ 
undergone  quality  control 


New  Collector  Button 

Allows  new  collector's  name  to  be 
added  to  'Collectors'  table 


Insert  Collector  Button 

Insert  collector  (s)  name  remembered/ 
saved  from  within  the  Specimen  Collec- 
tors subform 


Preview  and  Print  Button 

Allows  information  to  be  previewed 
prior  to  printing 


► 1 


Write  To  File  Button 

Writes  information  to  a file 


Information  Button 

1 Provides  definitions  of  terms  on  the  Habi- 
tats  sub-form  see  Appendix  2 


Specimen  Count  Button 

Counts  and  displays  the  total  number  of 
specimens  in  the  database 


Record  Set  Selection  Button 

To  select  a range  (subset)  of  specimens  to 
work  with 


PRECIS.pc 

National  Herbarium,  Pretoria  (PRE) 
Computerised  Information  System 


SPECIMEN  DATABASE 
USER  GUIDE 


Trevor  H. Arnold  & Hester  M.Steyn 


national 

biodiversity 

institute 


S A N B I 


MARY  GUNN  LIBRARY 


0000014250 

_ ,.h  African  National 
South  Htri  ulofc 
Biodiversity 


2005 


Southern  African  Botanical  Diversity  Network  Report  No.  39 


Citation 

ARNOLD,  T.H.  & STEYN,  H.M.  2005.  PRECIS.pc  Specimen  Database  User  Guide.  Southern  African  Botanical 
Diversity  Network  Report  No.  40.  SABONET,  Pretoria. 

Address  for  Correspondence 

PRECIS  Information  Manager 
National  Herbarium 

South  African  National  Biodiversity  Institute  661 . 3. 02.  fjRKj 

Private  Bag  X101 
Pretoria 

0001  SOUTH  AFRICA 

Issued  by 

The  Project  Coordinator 
Southern  African  Botanical  Diversity  Network 
c/o  South  African  National  Biodiversity  Institute 
Private  Bag  X101 
Pretoria 

0001  SOUTH  AFRICA 

Printed  in  2005  in  the  Republic  of  South  Africa  by  Capture  Press,  Pretoria,  (27)  12  349-1802 
ISBN  1-919976-24-8 

© SABONET.  All  rights  reserved.  No  part  of  this  publication  may  be  reproduced  or  transmitted  in  any  form  or  by 
any  means  without  the  permission  of  the  copyright  holder. 

The  SABONET  Project  Coordinator  and  the  Author  (addresses  above)  would  appreciate  each  receiving  a copy  of 
any  publication  that  uses  this  report  as  a source. 

Technical  editor:  Cecelia  Belgraver  de  Vos 

Text  design  and  layout:  Antoinette  Burkhardt,  Pretoria,  South  Africa  (27)  82  888-8438. 

Cover  design:  Sandra  Turck,  Pretoria,  South  African  National  Biodiversity  Institute,  South  Africa  (27)  12  843-5000. 

SABONET  website:  www.sabonet.org 

This  report  is  a joint  product  of  the  National  Botanical  Research  Institute  of  Namibia  and  the  Southern  African 
Botanical  Diversity  Network  (SABONET).  The  support  provided  by  the  Global  Environment  Facility  (GEF)/United 
Nations  Development  Programme  (UNDP)  and  the  United  States  Agency  for  International  Development  (USAID)/ 
World  Conservation  Union-Regional  Office  for  southern  Africa  (IUCN-ROSA)  (Plot  no.  14818  Lebatlane  Road, 
Gaborone  West,  Extension  6 Gaborone,  Botswana)  made  this  report  possible  under  the  terms  of  Grant  No.  690- 
0283-A-00-5950.  SABONET  is  a GEF  Project  implemented  by  the  UNDP  and  co-funded  by  USAID/IUCN  ROSA.  The 
opinions  expressed  herein  are  those  of  the  author  and  do  not  necessarily  reflect  the  views  of  USAID,  the  GEF/UNDP, 
the  SABONET  Steering  Committee  or  SABONET  National  Working  Groups. 


2 


MARY  GUNN  LIBRARY 
SCETH  AFRICAN  NATIONAL  BIODIVERSITY  !fJ5TmJII 
;A.  , PRIVATE  BAG  XI Cl 
?M?':  PRETORIA  0CC1 

REPUBLIC  OF  SOUTH  AFRICA 


national 

biodiversity 

institute 


IUCN 

The  World  Conservation  Union 


S A N B I 


Contents 


Acknowledgements viii 

Introduction 1 

Chapter  1.  Installing  the  MySQL  service  and  specimen  database 3 

1.1  First-time  installation : 4 

1.2  Re-installation  after  a system  crash 15 

1.3  Creating  a Desktop  shortcut 15 

1.4  Starting  the  database  for  the  first  time 16 

Chapter  2.  System  overview 19 

2.1  New  Specimens 20 

2.2  Existing  Specimens 20 

2.3  Reports 21 

2.4  Export/Import 21 

2.5  Look-Up  Tables 21 

2.6  Print  Labels 21 

2.7  Extract  Records 21 

2.8  Local  Settings 21 

Chapter  3.  New  Specimens  23 

3.1  Add  Specimens 26 

3.1.1  New  Specimens:  Specimen  ID  page 26 

3.1.2  New  Specimens:  Collector(s)  page 30 

3.1.3  New  Specimens:  Locality  page 32 

3.1.4  New  Specimens:  Habitat  page 35 

3.1.5  New  Specimens:  Description  page 38 

3.1.6  New  Specimens:  Other  page 43 

3.2  Transfer  Batch 48 

3.3  Transfer  One 48 

3.4  Print  Labels 48 

3.5  Delete  Specimens 48 

Chapter  4.  Existing  Specimens 49 

4.1  Specimens:  Specimen  ID  page 50 

4.2  Specimens:  Collector(s)  page 54 

4.3  Specimens:  Locality  page 56 

4.4  Specimens:  Habitat  page 59 

4.5  Specimens:  Description  page 62 

4.6  New  Specimens:  Other  page 66 

Chapter  5.  Reports 71 

5.1  Mappit  Output 72 

5.2  No  Grids , 74 

5.3  Not  Checked 76 

5.4  Specimen  Details 77 

5.5  Species  per  Region 80 

5.6  Accession  Register 82 

5.7  Species  per  Grid 83 

5.8  Species  List 84 

5.9  Special/API  Reports 85 

Chapter  6.  Import/Export 89 

6.1  PRECIS 90 

6.2  HISPID3 91 


Chapter  7.  Look-up  Tables  (Data  Dictionaries) 93 

7.1  Authors 94 

7.2  Biotic  Effects 96 

7.3  Collectors 97 

7.4  Colours  (Flower/Fruit) 98 

7.5  DetNames 99 

7.6  Exposure 100 

7.7  Families 101 

7.8  Genera 102 

7.9  Growth  Forms 103 

7.10  Habitats 104 

7.11  Herbaria 105 

7.12  Lithology 106 

7.13  Locality  Keywords 107 

7.14  Materials 108 

7.15  Moisture  Regimes 109 

7.16  Occurrence 110 

7.17  Regions 110 

7.18  Soil  Types 112 

7.19  Special  Collections 113 

7.20  Species 114 

7.21  Substrate 117 

7.22  Type  Categories 118 

7.23  Vegetation  Types 119 

7.24  Vouchers 120 

Chapter  8.  Print  Labels 121 

8.1  Option  'N'  (New  Specimens) 122 

8.2  Option  'E'  (Existing  Specimens) 124 

Chapter  9.  Extract  Records 125 

9.1  Copy  Specimens 127 

9.2  View  Specimens 129 

9.3  Delete  Specimens 129 

9.4  Print  Labels 129 

9.5  Utilities 129 

Chapter  10.  Local  Settings 131 

Chapter  1 1 . Backing  up  the  database 135 

11.1  MySQL  Backup  and  Restore  procedure 136 

11.2  Using  "Copy"  to  backup  and  restore  database 138 

11.3  What  constitutes  a backup 139 

11.4  How  often  to  backup 140 

11.5  Backup  storage  location 140 

References 141 

Appendix  1.  Database  Help  Buttons 143 

Appendix  2.  Definitions 147 

Appendix  3.  Specimen  database  tables 149 

Appendix  4.  Procedure  for  capturing  and  storing  new  specimen  data  and  printing  specimen  labels. ..153 

Appendix  5.  How  the  SpmnDb  front-end  links  to  the  MySQL  database 155 

Appendix  6.  Folder  structure  with  important  files  and  their  location 157 


Appendix  7.  Adding  the  WinMySqlAdmin  tool  to  the  Startup  and  Start/Programs/SpmnDb  folders. ..159 

1.  Add  to  Startup  folder 160 

2.  Add  to  Start/Programs/SpmnDb  folder 160 

Appendix  8.  Where  MySQL  stores  the  specimen  database 161 

Appendix  9.  Using  the  reconstitute  (recon.exe)  program 163 

Appendix  10.  Creating  a MS-Access  SpmnReports  database 167 

1.  Create  SpmnReports  database  in  PRECIS  folder 168 

2.  Link  SpmnReports  database  to  MySQL  SpmnData  database  and  link  tables 170 


List  of  Figures 

Fig.  1.  MySQL  software  and  Specimen  database  Installation  Menu 4 

Fig.  2.  Stand-alone  PC  showing  four  components  to  be  installed 4 

Fig.  3.  Peer-to-peer  network  showing  components  to  be  installed  on  the  Server  and  PCs 5 

Fig.  4.  Client  / Server  network  showing  the  components  to  be  installed  on  the  Server  and  PCs  ...  5 

Fig.  5.  MySQL  Servers  and  Clients  installation  window 6 

Fig.  6.  MySQL  Servers  and  Clients  installation  "Welcome"  window 6 

Fig.  7.  MySQL  Servers  and  Clients  installation  "Information"  window 7 

Fig.  8.  MySQL  Servers  and  Clients  installation  "Choose  Destination  Location"  window 7 

Fig.  9.  MySQL  Servers  and  Clients  installation  "Setup  Type"  window 8 

Fig.  10.  MySQL  Servers  and  Clients  installation  "Setup  Complete"  window 8 

Fig.  11.  MySQL  Connector/ODBC  Driver  installation  window 9 

Fig.  12.  MySQL  Connector/ODBC  Driver  installation  "Welcome"  window 9 

Fig.  13.  MySQL  Connector/ODBC  Driver  installation  "Readme!"  window 10 

Fig.  14.  MySQL  Connector/ODBC  Driver  "Start  Installation!"  window 10 

Fig.  15.  MySQL  Connector/ODBC  Driver  installation  "Finished!!"  window 11 

Fig.  16.  MySQL  Connector/ODBC  Driver  installation  "Create  ODBC  Connection"  window 11 

Fig.  17.  MySQL  Connector/ODBC  Driver  installation  "Create  ODBC  Connection"  window  with  two 

additional  data  entry  fields 12 

Fig.  18.  SpmnDb  Delphi  front-end  installation/setup  window 12 

Fig.  19.  SpmnDb  Delphi  front-end  installation  "Welcome"  window 13 

Fig.  20.  SpmnDb  Delphi  front-end  installation  "User  Information"  window 13 

Fig.  21.  SpmnDb  Delphi  front-end  installation  "Start  Copying  Files"  window 14 

Fig.  22.  SpmnDb  Delphi  front-end  installation  "Setup  Complete"  window 14 

Fig.  23.  Create  Shortcut  dialogue  box 15 

Fig.  24.  Select  a Title  for  the  Program  dialogue  box 16 

Fig.  25.  Standard  Kew  Herbarium  Code  prompt 16 

Fig.  26.  Highest  accession  number  prompt 16 

Fig.  27.  Herbarium  label  header  prompt 17 

Fig.  28.  Specimen  Database  menu 20 

Fig.  29.  New  Specimens:  Batch  Header  form 24 

Fig.  30.  New  Specimens  data  entry  form:  Specimen  ID  page 26 

Fig.  31.  New  Specimens  data  entry  form:  Collectors ) page 30 

Fig.  32.  Collectors  sub-form 31 

Fig.  33.  New  Specimens  data  entry  form:  Locality  page 32 

Fig.  34.  Locality  Keywords  sub-form 34 

Fig.  35.  New  Specimens  data  entry  form:  Habitat  page 35 

Fig.  36.  Habitats  sub-form 36 


Fig. 

37. 

Fig. 

38. 

Fig. 

39. 

Fig. 

40. 

Fig. 

41. 

Fig. 

42. 

Fig. 

43. 

Fig. 

44. 

Fig. 

45. 

Fig. 

46. 

Fig. 

47. 

Fig. 

48. 

Fig. 

49. 

Fig. 

50. 

Fig. 

51. 

Fig. 

52. 

Fig. 

53. 

Fig. 

54. 

Fig. 

55. 

Fig. 

56. 

Fig. 

57. 

Fig. 

58. 

Fig. 

59. 

Fig. 

60. 

Fig. 

61. 

Fig. 

62. 

Fig. 

63. 

Fig. 

64. 

Fig. 

65. 

Fig. 

66. 

Fig. 

67. 

Fig. 

68. 

Fig. 

69. 

Fig. 

70. 

Fig. 

71. 

Fig. 

72. 

Fig. 

73. 

Fig. 

74. 

Fig. 

75. 

Fig. 

76. 

Fig. 

77. 

Fig. 

78. 

Fig. 

79. 

Fig- 

80. 

Fig. 

81. 

Fig. 

82. 

Fig. 

83. 

Fig. 

84. 

Fig. 

85. 

Fig. 

86. 

Fig. 

87. 

Fig. 

88. 

Fig. 

89. 

Fig. 

90. 

Fig. 

91. 

Fig. 

92. 

Fig. 

93. 

Fig. 

94. 

New  Specimens  data  entry  form:  Description  page 38 

Growth  Forms  sub-form 39 

Flower  Colours  sub-form 40 

Fruit  Colours  sub-form 41 

New  Specimens  data  entry  form:  Other  page 43 

Special  Collections  sub-form 44 

Voucher  for:  sub-form 45 

Duplicate  Distribution  sub-form 46 

Type  Specimen  of:  sub-form 47 

Specimens  data  entry  form:  Specimen  ID  page 50 

Specimens  data  entry  form:  Collector(s)  page 54 

Collectors  sub-form 55 

Specimens  data  entry  form:  Locality  page 56 

Locality  Keywords  sub-form 58 

Specimens  data  entry  form:  Habitats  page 59 

Habitats  sub-form 60 

Specimens  data  entry  form:  Description  page 62 

Growth  Forms  sub-form 63 

Flower  Colours  sub-form 64 

Fruit  Colours  sub-form 65 

Specimens  data  entry  form:  Other  page 66 

Special  Collections  sub-form 67 

Voucher  for:  sub-form 68 

Duplicate  Distribution  sub-form 69 

Type  Specimen  of:  sub-form 70 

Reports  menu 72 

Output  for  Mappit  form 72 

Format  of  output  from  'Print  list  of  grids'  Mappit  Report  option 74 

Specimens  without  Grids  form 75 

New  Specimens  not  checked  form 76 

Specimen  Details  form 78 

Result  of  a report  to  generate  specimen  details  for  all  specimens  collected  by  a specific  col- 
lector  79 

Species  per  Region  form 80 

Accession  Register  form 82 

Species  per  Grid  form 83 

Species  List  form 84 

API  Reports  form 86 

List  BarCodes  for  Printing  form 86 

XML  output  form 87 

Import/Export  menu 90 

Precis  Import/Export  menu 90 

Look-Up  Tables  menu 94 

Authors  form 95 

Biotic  Effects  form 96 

Collectors  form 97 

Colours  (Flower/Fruit)  form 98 

Det  Names  form 99 

Exposure  form 100 

Families  form 101 

Genera  form 102 

Growth  Forms  form 103 

Habitats  form 104 

Herbaria  form 105 

Lithology  form 106 

Locality  Keywords  form 107 

Materials  form 108 

Moisture  Regimes  form 109 

Occurrence  form 110 


Fig.  95.  Regions  form Ill 

Fig.  96.  Soil  Types  form 112 

Fig.  97.  Special  Collections  form 113 

Fig.  98.  Species  form 114 

Fig.  99.  Current  Name  sub-form 116 

Fig.  100.  Substrates  form 117 

Fig.  101.  Type  Categories  form 118 

Fig.  102.  Vegetation  Types  form 119 

Fig.  103.  Vouchers  form 120 

Fig.  104.  Example  of  a Print  Labels  Preview 123 

Fig.  105.  Existing  Specimens:  Batch  Header  form 126 

Fig.  106.  Copy  Specimens  to  batch  sub-form:  Stage  l 127 

Fig.  107.  Copy  Specimens  to  batch  sub-form:  Stage  2 (Selection  by  CAS) 127 

Fig.  108.  Copy  Specimens  to  batch  sub-form:  Stage  2 (Selection  by  Family) 128 

Fig.  109.  Utilities  sub-form 130 

Fig.  110.  Local  Settings  form 132 

Fig.  111.  PRECIS  Specimen  database  Maintenance  Menu 136 

Fig.  112.  Window  showing  contents  of  Backup  folder  with  eight  files  created  by  SpmnBackup 

program 136 


ACKN  OWLEDGEM  ENTS 


Acknowledgements 

We  thank  southern  African  botanists  for  their  comments  and  suggestions  on  the  design  of  the  database. 


Compiled  by 

T.H.  Arnold  and  H.M.  Steyn 
South  African  National  Biodiversity  Institute 
Private  Bag  X101 
Pretoria 
0001 


Database  design 

Trevor  Arnold  and  Carole  de  Wet 
South  African  National  Biodiversity  Institute 
Private  Bag  X101 
Pretoria 
0001 


Database  development 

Carole  de  Wet 

South  African  National  Biodiversity  Institute 
Private  Bag  X101 
Pretoria 
0001 


2 


INTRODUCTION 


Introduction 


The  PRECIS.pc  Specimen  Database  is  a PC  version  of  the  Specimen  component  of  PRECIS  (Na- 
tional Herbarium,  Pretoria  (PRE),  Computerised  Information  System).  This  database  is  used  to 
store  information  extracted  from  herbarium  specimen  labels,  thus  maintaining  a comprehensive 
electronic  record  of  the  collection  in  a herbarium.  This  information  is  then  accessible  for  manipu- 
lation in  a variety  of  ways,  such  as  the  generation  of  labels  for  new  specimens  being  accessioned 
into  the  herbarium. 

The  Specimen  database  consists  of  a discrete  front-end  database,  SpmnDb.exe,  developed  with 
Delphi.  This  attaches,  via  an  ODBC  driver,  to  a Specimen  database  (SpmnData),  developed  with 
MySQL.  Separate  data  entry  routines  exist  for  Existing  and  New  Specimens  depending  on  wheth- 
er labels  are  required  or  not.  Data  is  captured  with  the  aid  of  data  entry  forms  and  sub-forms.  The 
database  comprises  over  70  tables  including  31  primary  tables,  16  systems  tables  and  24  lookup 
(data  dictionary)  tables.  Where  possible,  standard  lists  of  variables  are  housed  in  the  "look-up 
tables",  which  can  be  expanded  by  users  as  required. 

Listings  (to  screen  or  disk)  of  grid  references  for  taxa  can  be  created,  from  which  computer-gen- 
erated distribution  maps  can  be  produced  using  the  National  Botanical  Institute's  (NBI)  MAPPIT 
program.  Detailed  user-specified  reports  at  the  family,  genus  and  taxon  levels,  or  for  single  col- 
lectors, can  also  be  generated.  Output  constitutes  all  the  information  entered  for  each  specimen. 
Draft  or  final  specimen  labels  for  mounting  on  specimen  sheets  may  also  be  printed. 

The  database  can  operate  as  a stand-alone  system  or  as  a multi-user  network.  If  more  than  one 
stand-alone  computer  (not  networked)  is  used  to  capture  information,  this  data  can  be  moved 
from  the  secondary  computer(s)  to  the  main  computer  by  means  of  the  Import/Export  option.  An 
added  feature  of  the  Specimen  Database  system  is  that  specimen  records  entered  by  a herbarium 
can  be  made  available  to  other  herbaria  using  the  same  system. 


Computer  requirements: 


Server 

• CPU:  Pentium  4, 1.8  GHz  (minimum  requirement) 

• RAM:  256  Mb 

• IOMEGA  250  Mb/750  Mb  ZIP  drive  or  another  data  backup  facility  - highly  recommended 

• Windows:  XP  (Professional  preferred),  2000 

• MySQL  version  4.0.16  (provided) 

• UPS  (Uninterrupted  Power  Supply):  highly  recommended  in  areas  with  electrical  fluctuations 


PC 


• CPU:  Pentium  4, 1000  MHz  (minimum  requirement) 

• RAM:  128  Mb 

• Windows:  98,  XP  (Professional  preferred),  2000 

• MySql  ODBC  3.51  driver  (provided) 


4 


CHAPTER  I 


installing  the  MySQL  service  and  specimen  database 

!J  First-time  installation 

Insert  installation  CD  into  CD-drive.  The  auto-run  program  will  be  initiated,  resulting  in  the  Instal 
lation  Menu  being  displayed.  See  Figure  1 below. 


Fig.  I.  MySQL  software  and  Specimen  database  Installation  Menu. 

The  Installation  menu  includes  four  installation  components,  namely: 

1.  Installation  of  MySQL  operating  system 

2.  Installation  of  PRECIS  Specimen  database  files 

3.  Installation  of  MySQL  ODBC  driver 

4.  Installation  of  Delphi  front-end  program 

installation  of  the  four  components  is  dependent  on  how  the  computers  are  configured, 

namely; 

Stand-alone  PC: 

• Install  components  1,  2,  3 and  4. 


PC 

(Standalone) 

— 1 - MySql  Service  / Programs 

— 2 - PRECIS  Specimen  database 

— 3 - MySql  ODBC  Driver 

— 4 - Delphi  SpmnDb  Front-end 

Fig.  2.  Stand-alone  PC  showing  four  components  to  be  installed. 


Peer-to-peer  network:  (Two  or  more  PCs,  with  one  acting  as  a Server) 

• PC  to  house  the  database  (Server)  - install  components  1 and  2 

• All  PCs  used  to  access  the  database  (may  also  include  PC  acting  as  a Server)  - install  compo- 
nents 3 and  4 


CHAPTER 
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Fig.  3.  Peer-to-peer  network  showing  components  to  be  installed  on  the  Server  and  PCs. 


Client  / Server  network:  (Dedicated  Server  with  workstations) 

• Server  - install  components  1 and  2 

• All  workstations  (PCs)  used  to  access  the  database  - install  components  3 and  4 


Fig.  4.  Client  / Server  network  showing  the  components  to  be  installed  on  the  Server  and  PCs. 


Installing  component  I:  The  MySQL  software 


At  the  Installation  menu  [click]  the  button  "Install  MySQL" 


The  MySQL  Servers  and  Clients  installation  window  will  appear 


INSTALLATION 
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Fig.  5.  MySQL  Servers  and  Clients  installation  window. 


— Inside  this  window  will  be  a smaller  "Welcome"  window 


Welcome 


|X| 


Welcome  to  the  MySQL  Servers  and  Clients  4.0.16 
Setup  program.  This  program  will  install  MySQL 
Servers  and  Clients  4.0.1  S on  your  computer. 


It  is  strongly  recommended  that  you  exit  all  Windows  programs 
before  running  this  Setup  program. 

Click  Cancel  to  quit  Setup  and  then  close  any  programs  you 
have  running.  Click  Next  to  continue  with  the  Setup  program. 


WARNING:  This  program  is  protected  by  copyright  law  and 
international  treaties. 

Unauthorized  reproduction  or  distribution  of  this  program,  or  any 
portion  of  it,  may  result  in  severe  civil  and  criminal  penalties,  and 
will  be  prosecuted  to  the  maximum  extent  possible  under  law. 


Next  > | Cancel 


Fig.  6.  MySQL  Servers  and  Clients  installation  “Welcome”  window. 


• Click  [Next] 


— This  will  open  the  "Information"  window 
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Fig.  7.  MySQL  Servers  and  Clients  installation  “Information"  window. 

• Click  [Next] 

— This  will  open  the  "Choose  Destination  Location"  window 


Fig.  8.  MySQL  Servers  and  Clients  installation  “Choose  Destination  Location”  window. 


• Accept  the  default  Destination  Folder  "C:\mysql" 

• Click  [Next] 

— This  will  open  the  "Setup  Type"  window 
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Fig.  9.  /VlySQt  Servers  and  Clients  installation  “Setup  Type”  window. 

• Accept  the  default  type  "Typical" 

• Click  [Next] 

— This  will  install  the  MySQL  software 

• An  installation  progress  bar  will  be  displayed 

— The  "Setup  Complete"  window  will  be  displayed 


Fig.  10.  MySQL  Servers  and  Clients  installation  “Setup  Complete”  window. 

• Click  [Finish]  to  complete  the  MySQL  installation 
— A tick  will  appear  to  the  right  of  the  "Install  MySQL"  button 


Installing  component  2:  The  data  files 

At  the  Installation  Menu  [Click]  the  "Copy  Data  files"  button 

— This  will  copy  the  data  files  from  the  CD  to  the  hard  drive 


Installing  component  3:  The  MySQL  ODBC  Driver 

At  the  Installation  menu  [click]  the  "Install  ODBC  driver"  button 
— This  will  display  the  "MySQL  Connector  ODBC"  installation  window 


— Inside  this  window  is  a smaller  "Welcome"  window 


Fig.  12.  M/SQL  Connector/ODBC  Driver  installation  “Welcome”  window. 
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• Click  [Next] 

- This  will  open  the  "Readme"  window 


Fig.  1 3.  MySQL  Connector/ODBC  Driver  installation  “Readme!”  window. 


• This  provides  copyright  and  license  information 

• Click  [Next] 

- This  will  open  the  "Start  Installation"  window 


Fig.  14.  MySQL  Connector/ODBC  Driver  “Start  Installation!”  window. 


• Click  [Next] 

- This  will  open  the  "Finished!!"  window 
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Fig.  1 5.  MySQL  Connector/ODBC  Driver  installation  “Finished!!”  window. 


• Click  [Next] 

— This  will  open  the  "Create  ODBC  Connection"  window 


Fig.  1 6.  MySQL  Connector/ODBC  Driver  installation  “Create  ODBC  Connection”  window. 


Option  1.  If  the  MySQL  software  and  Data  Files  were  loaded  onto  the  current  PC:  then 

• Select  "Yes" 

• Click  the  [Tick]  button 

Option  2.  If  the  MySQL  software  and  Data  Files  were  loaded  onto  a different  PC:  then- 

• Select  "No" 


This  will  result  in  two  fields  appearing  within  the  window 
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Fig.  1 7.  MySQL  Connector/ODBC  Driver  installation  "Create  ODBC  Connection"  window  with  two  additional  data  entry  fields. 


Into  these  two  fields  enter  the  following  information  for  the  Server  - PC 

• Computer  (Server)  "Name"  and 

• Computer  (Server)  "IP  Address"  (if  available) 

• Click  the  [Tick]  button 


installing  component  4:  The  Delphi  front-end  program 

At  the  Installation  menu  [click]  the  "Install  Program"  button 
— This  will  display  the  SpmnDb  Delphi  front-end  installation  window 


Fig.  18.  SpmnDb  Delphi  front-end  installation/setup  window. 


- Inside  this  window  will  be  a smaller  "Welcome"  window 


Fig.  19.  SpmnDb  Delphi  front-end  installation  “Welcome”  window. 

• Click  [Next] 

— This  will  open  the  "User  Information"  window 


Fig.  20.  SpmnDb  Delphi  front-end  installation  “User  Information”  window. 


Enter  the  following  information: 

• User  name  and 

• Company  name 

• Click  [Next] 

— This  will  open  the  "Start  Copying  Files"  window 


INSTALLATION 


14 


CHAPTER 


Fig.  2 1 . SpmnDb  Delphi  front-end  installation  “Start  Copying  Files”  window. 


• Click  [Next] 

— A progress  bar  showing  the  status  of  the  file  copy  process  will  be  displayed. 

— When  the  file  transfer  is  complete,  the  "Setup  Complete"  window  will  appear 


Fig.  22.  SpmnDb  Delphi  front-end  installation  “Setup  Complete”  window. 


• Click  [Finish] 

If  the  following  message  appears 
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This  means  that  the  SpmnDb  shortcut  link  was  not  installed  on  the  Desktop.  You  are  required  to 
do  this  manually  by  making  a shortcut  of  the  SpmnDb.exe  program,  located  in  the  C:\Program 
FilesYPrecis  folder,  and  copying  it  onto  the  Desktop 


1.2  Re-instalEation  after  a system  crash 

Insert  installation  CD  into  CD-drive.  The  auto-run  program  will  be  initiated  resulting  in  the  Instal- 
lation Menu  being  displayed.  See  Figure  1 above. 

1.2.1  Re-installing  the  system  and  database  program  files 
These  include: 

• Component  1 - MySQL  System  (operating  system) 

• Component  3 - MySQL  ODBC  driver  and 

• Component  4 - Specimen  database  Front-end  program 

1.2.2  Re-installing  the  Specimen  database  files 
Where  no  backup  of  the  database  exists 

• Install  Component  2.  This  will  either: 

install  the  database  files  converted  from  MS-Access  by  the  PRECIS  Data  Management  Unit  at  the 
South  African  National  Biodiversity  Institute  (SANBI/ex  NBI.)  or  will  install  a new/empty  database. 

Where  a backup  of  the  database  exists 

• Close  down  the  MySQL  Administrator  (if  running) 

• Restore  database  files  to  their  original  folders  using  the  software  that  was  used  to  make  the 
backup,  (e.g.  Windows  or  Iomega  backup) 


1 .3  Creating  a Desktop  shortcut 

Right  click  on  Desktop.  Select  'New'  and  then  'Shortcut'.  The  'Create  Shortcut'  dialogue  box  will 
appear.  Enter  the  correct  path  and  file  name  into  the  Command  line  field,  namely,  "C:\Program 
Files\Precis\SpmnDb.exe". 

Note:  The  path/file  name  expression  must  be  in  quotation  marks  (" ").  (See  Fig.  23). 


Fig.  23.  Create  Shortcut  dialogue  box. 


6 


CHAPTER  I 


Click  on  'Next'  to  open  the  'Select  a Title  for  the  Program'  dialogue  box.  (See  Fig.  24).  Enter  the 
title  "Specimen  database"  in  the  appropriate  field  and  click  'Finish'. 


A shortcut  item  will  be  created  on  the  desktop  with  the 


icon. 


Fig.  24.  Select  a Title  for  the  Program  dialogue  box. 


1 A Starting  the  database  for  the  first  time 

Click  on  on  the  desktop  to  start  the  Specimen  Database. 

When  the  newly  installed  Specimen  Database  is  opened  for  the  first  time,  three  entry  prompts 
appear  (Figs.  25,  26  & 27).  These  prompts  request  information  about  the  herbarium  name,  inter- 
national code,  and  the  highest  accession  number  currently  in  use.  The  Standard  Kew  Herbarium 
Code  prompt  (Fig.  25)  is  displayed  first. 


Standard  Kew  herbarium  code 

j|^  Highest  accession  number 

*J 


Please  give  your  local  herbarium's  code: 


Please  enter  current  highest  accession  no  that  has 
been  used  in  herbarium: 


OK 


Cancel 


OK 

Cancel 

1 

Fig.  25.  Standard  Kew  Herbarium  Code  prompt. 


Fig.  26.  Highest  accession  number  prompt. 


Enter  the  local  herbarium  code,  as  listed  in  Index  HerbariorumT  If  the  local  herbarium  is  not  listed, 
then  enter  a six-letter  code,  followed  by  a '$'  sign.  The  '$'  sign  indicates  a non-international  code. 
The  herbarium  code  serves  as  the  default  code  for  the  Computer  Accession  String  (CAS)  her- 
barium component.  (See  Chapter  4:  Existing  Specimens,  p.  49,  for  further  details).  Select  'OK'  to 
display  the  next  prompt  (Fig.  26). 
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Enter  the  highest  accession  number  currently  in  use  in  the  herbarium.  Each  time  a specimen 
record  is  added  to  the  database,  it  is  allocated  the  next  available  CAS  by  incrementing  the  highest 
accession  number  component  by  one.  Select  'OK'  to  store  the  entered  value  and  display  the  'Her- 
barium label  header'  prompt  (Fig.  27). 


Fig.  27.  Herbarium  label  header  prompt. 


Enter  the  text  string  (full  herbarium  name  and  code),  e.g.  NA- 
TIONAL HERBARIUM  (PRE).that  should  appear  as  the  label 
header  on  the  printed  specimen  labels.  Select ‘OK’  to  proceed. 


Note:  Should  a mistake  have  been  made  when  entering  any  of  the  above  three  parameters,  the  Update 
Local  Definitions  option,  selected  from  the  Updates  menu,  can  be  used  to  modify  the  entered  values. 

See  Chapter  1 0:  Local  Settings,  p.  #,  for  additional  information. To  implement  the  changes,  exit  fully  and 
then  re-enter  the  database. 


J 


The  Specimen  Database  menu  (Fig.  28,  p.  20)  should  then  appear. 
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System  overview 

The  Specimen  Database  menu  is  presented  in  Fig.  28. 


Database  version 

The  date  and  time  string  displayed  at  the  bottom  left  corner  of  the  Specimen  Database  menu 
screen  indicates  the  version  of  the  database.  Each  time  the  database  is  modified,  these  values  are 
updated  to  record  the  date  and  time  when  the  changes  were  completed. 


Fig.  28.  Specimen  Database  menu. 


2.1  New  Specimens 

] 


New  Specimens 


The  term  'new  specimens'  refers  to  un-mounted  specimens  that  require 
labels.  Accesses  the  New  Specimens  Batch:  Header  and  New  Specimens 
data  entry  forms  used  to  capture  information  for  batches  of  new  specimens.  The  information  is 
usually  extracted  from  the  collector's  hand-written  field  labels.  Batches  of  specimens  or  individual 
specimens  may  be  transferred  to  the  main  (existing)  specimen  table.  Once  final  specimen  labels 
have  been  printed,  the  specimen  records  can  be  deleted.  (See  Chapter  3:  New  Specimens,  p.  23). 


2.2  Existing  Specimens 


Existing  Specimens 


The  term  'existing  specimens'  refers  to  mounted  specimens  which  have 
been  accessioned  (filed)  in  a herbarium.  Accesses  the  Specimens  data  en- 
try form  used  to  capture  information  for  individual  specimens.  The  information  is  usually  extract- 
ed from  specimen  labels  affixed  to  herbarium  sheets.  (See  Chapter  4:  Existing  Specimens,  p.  49) 
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2.3  Reports 


Reports 


Accesses  the  Reports  menu.  Current  report  options  include  routines  for 
j printing  all  available  information  for  selected  specimens  (e.g.  by  family. 


genus  or  collector),  for  listing  specimens  without  grid  references,  and  for  generating  point  files  for 
use  by  the  Mappit 2 geographical  mapping  system.  (See  Chapter  5:  Reports,  p.  71) 


2.4  import/Export 


Used  to  import  and  export  batches  of  new  specimens  between  comput- 
ers not  linked  by  a network.  This  allows  information  for  existing  speci- 
mens to  be  captured  on  a second  separate  computer  and  moved  (exported  and  then  imported)  via 
diskette  (stiffy  or  Zip  disk)  to  the  main  computer.  The  information  can  then  be  incorporated  into 
the  main  (existing)  Specimen  table,  where  CAS  values  will  be  assigned  if  needed.  (See  Chapter  6: 
Import/Export,  p.  89) 


Import  I Export 


2.5  Look  up  Tables 

Look  Up  Tables  Accesses  the  Look-Up  Tables  menu,  from  which  the  lists  of  variables  (e.g. 

= , I habitats,  soil  types  etc.)  contained  in  these  tables  can  be  extended  with 

additional  options.  Look-Up  tables  house  standardised  options,  which  are  accessed  from  the  vari- 
ous database  forms  and  sub-forms,  e.g.  'Existing'  Specimens,  New  Specimens,  Collectors,  Habitats, 
etc.  (See  Chapter  7:  Look-up  Tables,  p.  93) 


2.6  Print  Labels 


Print  Labels 


Accesses  the  routines  for  printing  labels  for  new  or  existing  specimens. 
(See  Chapter  8:  Print  Labels,  p.  121) 


2.7  Extract  Records 


Extract  Records 

p.  125). 


Accesses  the  routines  for  selecting  batches  of  specimens  for  transfer  (ex- 
port) to  other  specimen  databases.  (See  Chapter  9:  Extract  Records, 


2.8  Local  Settings 

Accesses  the  Local  Settings  menu,  which  contains  a routine  for  updating 
(setting)  the  local  definitions  e.g.  Herbarium  name  and  code  and  the  high- 
est specimen  number  used.  (See  Chapter  10:  Local  Settings,  p.  131) 


Local  Settings 


2 Arnold  and  Oliver  (1996) 


24 


CHAPTER  3 


New  Specimens 


New  Specimens 


Accesses  the  New  Specimens:  Batch  Header  form  (Fig.  29).  A new  batch 
record  is  created,  or  an  existing  record  accessed,  to  which  specimens  are 
added.  Once  all  specimen  records  have  been  added  and  checked,  these  are  transferred  to  the  main 
Specimens  table,  where  CAS  (Computer  Accession  String)  values  are  automatically  allocated. 

Final  labels  can  then  be  printed,  and  the  specimen  records  deleted.  Only  after  all  the  specimen 
records  have  been  deleted  can  the  batch  header  be  deleted.  For  a schematic  diagram  of  the  pro- 
cedure for  capturing  new  specimen  data  and  printing  specimen  labels,  see  Appendix  4,  Capturing 
data  and  printing  labels,  p.  153. 


New  Specimens:  Batch  Header  form 


Fig.  29.  New  Specimens:  Batch  Header  form. 


Batch  no  (Batch  number) 

To  create  a new  batch,  click  on 1.  A new  batch  number  is  automatically  assigned  to  each  ad- 

ditional batch. 

Specimens  in  batch 

An  automatic  counter  indicating  the  number  of  specimens  in  the  batch. 

Date 

The  current  date  is  automatically  inserted  when  a new  batch  is  created. 

Typist 

Enter  the  name  or  initials  of  the  person  creating  the  batch  record  and  capturing  the  specimen 
data. 
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Description  of  batch 

Enter  a general  description  of  the  specimen  collection,  e.g.  collector's  name,  locality/area  where 
collected,  date  of  collection. 


3.i  Add  Specimens 


Accesses  the  New  Specimens  data  entry  forms/pages  (see  3.1,  p.  26),  used 
to  capture  specimen  information  for  specimens  within  selected  batches. 


Add  Specimens 


3.2  Transfer  Batch 


Transfer  Batch 


mens  table. 


Accesses  the  data  transfer  (copy)  routine  (see  3.2,  p.  48),  used  to  copy 
specimen  information  for  an  entire  batch  to  the  main  (existing)  Speci- 


3.3  Transfer  One 


Transfer  One 


Specimens  table. 


Accesses  the  data  transfer  (copy)  routine  (see  3.3,  p.  48),  used  to  copy 
infor  mation  for  individual  specimens  in  a batch  to  the  main  (existing) 


3.4  Print  Labels 


Print  Labels 


Accesses  the  Print  Labels  routine  (see  3.4,  p.  48),  used  to  print  draft  or  final 
specimen  labels. 


3.5  Delete  Specimens 


Accesses  the  Delete  Specimens  routine  (see  3.5,  p.  48),  used  to  delete  all 
specimen  records  from  specified  batches  in  the  NewSpmns  (New  Speci- 
mens) table. 


Delete  Specimens 


Flags  all  records  as  having  been  checked  for  correctness. 


Click  on 


to  return  to  the  Specimen  Database  menu. 
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3.S  Add  Specimens 


Add  Specimens 


Accesses  the  New  Specimens  data  entry  forms  and  associated  pages,  for 
the  addition  of  specimens  to  the  batch. 


3.1.1  New  Specimens:  Specimen  ID  page 


til 


Batch  Item  Ext  Sheet 

i nrh 


NEW  SPECIMENS 


CAS  herb  CAS  no 


WIND 


74753 


| Collector(s) 

Locality 

Habitat 

Description 

Other  | 

Double-click  ITEM  NO 
above  for  next  item  no 

Copy  to  next  sheet 


Material 

| Herbarium  voucher 

Genus 

d 

IColpias 

d 

ID  level 


3 


Donated  by: 
Herbarium  Number 


J 


Double-click  after  finding  herb 

Search  for  Herbarium 


Family 


| mollis  E.Mey.  ex  Benth. 

Temporary  name 


Duplicate  of  CAS: 
Herbarium  Number  Ext  Sheet 


|SCROPHULARIACEAE 

Species 


i rrj 

Enter  CAS  no  to  be  duplicated 

Copy  to  duplicate  record 


Find  coll/no  to  duplicate 


JJ 


Det 

[hsteyn 


“3  J 

MM  YYYY 

T I 2003 


5ft 


Fig.  30.  New  Specimens  data  entry  form:  Specimen  ID  page. 


Temporary  Accession  String  (TAS) 

A unique  four-part  string  assigned  to  each  specimen  in  a batch.  It  comprises  the  batch  and  item 
numbers,  extension,  and  sheet  number. 

Batch 

This  number  is  automatically  carried  over  from  the  New  Specimens:  Batch  Header  form. 

Item  + 

Each  specimen  in  the  batch  is  automatically  allocated  a unique  item  number.  Click  on to  cleat 

the  screen,  enter  a new  record  and  allocate  the  next  item  number. 

Extension  (Ext) 

Used  when  multiple  collections  are  mounted  on  a single  herbarium  sheet.  These  are  different  col- 
lections by  a single  or  various  collector(s).  Enter  'A  for  the  first  collection,  'B'  for  the  second,  and 
so  on.  If  the  letter  is  entered  in  lower  case,  it  will  automatically  be  converted  to  upper  case. 

Sheet 

Indicates  the  sheet  number  when  the  collection  has  been  split  over  several  sheets. 
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Copies  information  from  the  current  record  to  a new  record  for  the 
next  sheet.  If  the  original  sheet  number  is  0,  this  is  incremented  to  1 and 
the  new  sheet  is  given  a sheet  number  of  2.  After  clicking  on  this  button,  the  confirm  copy  prompt, 
'Copy  record  to  Sheet  2?/3?/4?  Y/N'  appears.  Type  'Y'  (Yes)  to  copy  the  sheet,  or  'N'  (No)  to  cancel. 


Copy  to  next  sheet 


Donated  by 

Details  of  the  herbarium  by  which  the  specimen  was  donated. 

Herbarium 

Enter  the  herbarium  code  of  the  donating  herbarium,  as  listed  in  Index  Herbariorum.  If  the  code  is 
not  known,  see  'Search  for  Herbarium'  below. 


Note:  Wherever  possible,  the  original  or  primary  donor  of  the  specimen  should  be  recorded,  and  not 
subsequent  donor(s). 


Used  to  find  a herbarium  code.  The  search  prompt  'Enter  search 
string  and  click  GO  button'  appears.  Enter  the  first  3-4  letters  of 
the  herbarium  name  (or  any  other  search  string,  e.g.  the  town  or  country  name)  and  select  'GO'. 
A list  of  herbaria  containing  the  entered  string  appears.  Click  on  the  line  containing  the  relevant 
herbarium  entry.  The  herbarium  code  is  inserted  into  the  Herbarium  Selection  field. 


Search  for  Herbarium 


Click  on 


to  store  the  herbarium  code.  Click  on 


to  close  the  sub-form.  Then  double 


click  in  the  Donated  by:  Herbarium  field  to  insert  the  herbarium  code. 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
‘Herbaria’  table.  See  Chapter  7 (p.  105). 


Number 

If  available,  enter  the  herbarium  accession  number  of  the  donated  specimen.  If  the  herbarium  has 
been  computerised,  the  computer  accession  number  should  take  precedence  over  other  numbers. 

To  clear  information  from  the  Herbarium  and  Number  fields,  click  the  ; button  to  the  right  of 
Number  field. 

Duplicate  of  CAS  (Computer  Accession  String) 

This  process  is  used  to  duplicate  a specimen  record  received  from  another  herbarium  and  assign 
it  a local  CAS  value.  This  alleviates  having  to  re-capture  specimen  data  that  already  exists  electron- 
ically, having  been  previously  captured  by  another  herbarium.  An  example  would  be  the  donation 
to  your  herbarium  (e.g.  NH)  of  electronic  data  from  another  herbarium  (e.g.  PRE)  of  specimens 
for  which  there  are  duplicate  specimens  in  your  herbarium.  After  adding  the  donated  electronic 
records  into  your  database,  this  function  allows  these  to  be  duplicated  and  assigned  a local  'NH' 
herbarium  CAS  values. 
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To  copy  an  existing  record  after  a new  (empty)  record  has  been  inserted  together  with  its  unique 
CAS  value: 

1.  If  the  CAS  of  the  record  to  be  duplicated  is  known,  enter  the  CAS  and  click  on 

Copy  to  duplicate  record  | to  C0Py the  information  into  the  new  empty  record. 

2.  If  the  CAS  of  the  record  to  be  duplicated  is  not  known,  click  on  Find  coll/no  to  duplicate  | 


and  enter  the  collector's  name  at  the  prompt,  followed,  if  known,  by  the  collector's  number. 
This  accesses  all  specimen  records  in  the  Specimens  table  that  are  associated  with  the  entered 
collector's  name  (and  number).  If  several  records  are  located  (e.g.  entering  White  123  may 
locate  White,  K.  and  White,  S.  with  collector's  number  123),  use  the  record  navigation  buttons 
at  the  bottom  of  the  screen  to  find  the  required  record. 


Click  on 


to  remember  the  CAS  value,  and  then  click  on 


to  return  to  the  New  Speci- 


mens data  entry  form.  Double  click  in  the  Duplicate  of  CAS:  number  field  to  insert  the  CAS 
number,  and  then  click  on  Copy  tQ  dup|jcate  record  I to  copy  the  information  into  the  new 
empty  record. 


To  clear  information  from  Duplicate  of  CAS  fields,  click  the 
field. 


J 


button  to  the  right  of  the  Sheet 


Note:  Before  duplicating  a record,  ensure  a)  that  a new  record  has  been  created  by  clicking 
b)  that  the  record  has  an  appropriate  CAS. 


and 


Material 

Used  to  indicate  the  kind  of  material  being  encoded.  The  default  value  is  'Herbarium  specimen'. 
Click  on  the  down  arrow  to  the  right  of  the  Material  field  to  display  a list  of  options.  Click  on  the 
required  option  to  insert  it  into  the  Material  field. 


Note:  If  the  required  material  type  is  not  listed,  a new  material  type  record  will  have  to  be  added  to  the 
‘Materials’  table.  See  Chapter  7 (p.  108). 


Family 

A display  field  only  that  automatically  indicates  the  family  name  once  the  genus  name  has  been 
entered. 


Note:  To  add  a new  family  to  the  ‘Families’  table,  see  Chapter  7 (p.  1 0 1’ 

- — m. 


Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  If  the  required  genus  name  is  not  immedi- 
ately visible,  use  the  scroll  bar  to  search  for  the  name.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  ‘Genera’ 
table.  See  Chapter  7 (p.  102). 


Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  at  the  right  end 
of  the  Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary, 
use  the  scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the 
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Species  field.  If  the  selected  name  has  been  placed  into  synonymy  (indicated  by  a '=  ='  after  the 
name),  a dialogue  box  offering  a choice  between  an  alternative  name  in  current  use  and  the  name 
selected  will  appear.  This  will  only  appear  after  the  cursor  has  been  moved  to  a new  field.  Select 
'Yes'  to  insert  the  new  name  offered,  and  'No'  to  insert  the  name  originally  selected. 


Note:  I . If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  ‘Species’ 
table.  See  Chapter  7 (p.  I 14). 

2.  If  the  specimen  has  only  been  identified  to  the  species  level,  do  not  add  the  species  name  as  a 
new  record  in  the  Species  table.  Use  the  ID  level  below  to  truncate  the  name  to  display  only 
the  species  component. 


J 


To  clear  information  from  the  Genus  and  Species  fields,  click  the  button  to  the  right  of  the 

Species  field. 

ID  level 

Used  to  indicate  the  level  of  accuracy  of  the  taxon  name  identification.  Click  on  the  arrow  to  the 

right  of  the  ID  level  field  to  display  the  following  list  of  options  : 

• aff.  (affinis)  - closely  related  to  the  selected  taxon,  but  does  not  match  it  exactly. 

• cf.  (confer)  - compare  with  the  selected  taxon,  to  which  it  is  similar  but  does  not  match  exactly. 
This  option  indicates  a lesser  degree  of  similarity  than  aff. 

• indet.  (inderterminavit)  - the  taxon  could  not  be  identified. 

• to  species  level  only  - the  taxon  could  not  be  identified  to  the  infraspecific  level.  This  will 
result  in  only  the  specific  epithet  being  displayed  in  the  Species  field.  See  Note  below. 

• to  subspecies  level  only  - the  taxon  could  not  be  identified  to  the  varietal  level.  This  will  re- 
sult in  only  the  specific  and  subspecific  epithets  being  displayed  in  the  Species  field.  See  Note 
below. 


Click  on  the  required  option  to  insert  it  into  the  ID  level  field. 


Note:  When  a specimen  has  been  identified  to  the  species  or  subspecific  level  only,  select  any  of  the 
available  infraspecific  taxa  (preferably  the  autonym).  Selecting  the  ID  level  ‘to  species  level  only’  or  ‘to 
subspecies  level  only’  removes  the  unwanted  infraspecific  component  of  the  name,  leaving  only  the  part  of 
the  name  required  displayed. 


Temporary  name 

Used  to  record  the  personalised  taxon  name  or  description  assigned  to  the  plant  by  the  collector. 

Determinavit  (Det) 

Used  to  record  the  name  of  the  person  who  identified  the  plant. 

Month  (MM)  Year  (YYYY) 

The  month  and  year  in  which  the  determination  was  made. 

CAS  herbarium  (herb) 

This  value  is  automatically  inserted  when  the  specimen  is  transferred  to  the  main  (Existing  Speci- 
mens) table.  Specimens  can  only  be  transferred  after  the  final  labels  have  been  printed  and  the 
Labels  done  field  has  been  flagged  'Y  (Yes). 

CAS  number 

This  value  is  automatically  inserted  when  the  specimen  is  transferred  to  the  main  (Existing  Speci- 
mens) table.  Specimens  can  only  be  transferred  after  the  final  labels  have  been  printed  and  the 
Labels  done  field  has  been  flagged  ‘Y  (Yes). 


CHAPTER  3 


30 


3.1.2  New  Specimens:  Collector(s)  page 


Fig.  3 I . New  Specimens  data  entry  form:  Collector(s)  page. 


Collector’s  specimen  no. 

Enter  the  number  assigned  to  the  specimen  by  the  collector. 


Use  the  Change  spmn  no  toritton  to  change  the  specimen  number  after  the  record  has 
been  saved. 


Collecting  date:  Day  (DD)  / Month  (MM)  / Year  (YYYY) 

Enter  the  date  (day,  month  and  year)  on  which  the  specimen  was  collected. 


Accesses  the  Collectors  sub-form,  used  to  record  the  collector's  name(s) 
(Fig.  32). 


Collectors: 
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Fig.  32.  Collectors  sub-form. 


New  Specimens:  Collectors  sob-form 

Temporary  Accession  String  (TAS) 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 


Ex 

Enter  "Ex"  in  this  field  where  the  second  collector  was  responsible  for  collecting  the  plant  mate- 
rial and  providing  the  site  information,  but  did  not  prepare  the  specimen  or  assign  a collector's 
number  to  it,  this  having  been  done  by  the  first  collector.  For  example,  Meddley-Wood,  curator 
of  the  Natal  Herbarium,  often  prepared  specimens  from  material  brought  in  for  identification  by 
members  of  the  public. 

Collector 

Click  on  the  Collector  field  or  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  collec- 
tor's name.  An  alphabetical  list  of  collectors'  surnames  will  appear  and  the  first  surname  starting 
with  the  letters  entered,  will  be  highlighted.  If  the  collector's  name  is  not  immediately  visible,  use 
the  scroll  bar  to  find  the  required  surname  and  initials.  Click  on  the  name  to  insert  it  into  the  Col- 
lector field. 


Note:  If  a collector’s  name  is  not  listed,  a new  record  will  have  to  be  added  to  the  ‘Collectors’  table. This 

can  be  done  via  the  New  Collector  button 

f5 

or  see  Chapter  7 (p.  97). 

1 

Order 

Indicates  the  order  to  be  followed  when  printing  the  names  of  multiple  collectors  on  the  specimen 
label.  The  first  collector  is  automatically  assigned  a default  order  value  of  1.  For  each  subsequent 
collector,  the  value  in  the  Order  field  is  automatically  incremented  by  one.  Click  on  + to  clear 
the  Collector  field,  and  increment  the  order  value  by  one.  Repeat  these  steps  for  all  additional 
collectors. 

To  enter  the  name  of  an  additional  collector  not  represented  in  the  list  of  collectors,  click  on 
or  follow  the  procedures  explained  in  Chapter  7 (p.  97). 
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To  remember  the  collector's  name(sj  for  use  in  subsequent  records,  click  on  |gj  . This  will  store 
the  collector's  name  in  memory. 

Click  on  ^ | to  return  to  the  New  Specimens  data  entry  page.  The  collector(s)  entered  on  the 
Collectors  sub-form  will  automatically  be  displayed  on  the  New  Specimens  data  entry  form:  Collec- 
tors page. 


To  recall  the  collector's  name(s)  stored  in  memory  for  insertion  in  a subsequent  specimen  record 
click  on  ^ 


3.1.3  New  Specimens:  Locality  page 


xj 


Batch  Item  Ext  Sheet 
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Fig.  33.  New  Specimens  data  entry  form:  Locality  page 

Region  (country,  province,  etc.) 

Enter  the  first  3-4  letters  of  the  region.  Click  on  the  down  arrow  to  the  right  of  the  field  to  list  all 
regions  starting  with  the  entered  search  string.  An  alphabetical  list  of  regions  will  appear  and 
the  first  region  starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  region 
name  to  insert  it  into  the  Region  field. 


Note:  If  the  required  region  is  not  listed,  a new  region  record  will  have  to  be  added  to  the ‘Regions’  table. 
See  Chapter  7 (p.  I I I ). 


Country 

A display  field  that  automatically  indicates  the  country  corresponding  to  the  entered  region. 
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Origin  (CuStivated/Wild) 

Records  the  original  source  of  the  specimen,  e.g.  collected  from  the  wild,  cultivated  from  material 
collected  from  the  wild,  etc.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  op- 
tions. Click  on  the  appropriate  option  to  insert  it  into  the  Origin  field. 

Deg  / min  / sec  / N/S 

Enter  the  latitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

Deg  / min  / sec  / E/W 

Enter  the  longitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

The  default  quadrants  are  south  (S)  and  east  (E),  but  these  may  be  changed  to  north  and  west  if 
required. 

Confidence  level 

Quantifies  the  degree  of  accuracy  of  the  longitude  and  latitude  reading.  Click  on  the  down  arrow 
to  the  right  of  the  field  to  access  a list  of  options.  Click  on  the  required  confidence  level  to  insert  it 
into  the  Confidence  level  field. 

Grid  reference  (GridRef) 

The  quarter  degree  grid  reference  should  be  inserted  only  after  the  longitude  and  latitude  values 
have  been  entered.  This  can  be  done  manually  or  by  clicking  on  c«m'ertfcmi«s  . In  situations 
where  only  the  quarter  degree  grid  value  is  provided,  the  conversion  to  Degrees,  Minutes  and 
Seconds  can  be  done  by  clicking  on  com-enfiwttgrid  • 


Degrees  decimal 
N/S  and  E/W 

Enter  the  decimal  value  for  latitude  (N/S)  and  longitude  (E/W).  To  convert  the  degrees  decimal 
values  to  Degrees,  Minutes  and  Seconds  and  quarter  degree,  click  on  co^rtfremdeg.  decimal  . Two 

formats  of  decimalization  are  accepted;  (1)  decimalization  of  degrees  e.g.  36.1492  and  (2)  decimal- 
ization of  minutes  e.g.  36.41.271. 

Locality 

Enter  the  collection  locality  of  the  specimen,  ordered  from  major  to  minor  and  precise  locality. 
Include  habitat  data  when  this  is  necessary  to  pinpoint  the  exact  collection  site.  e.g.  Underberg 
district,  southern  Drakensberg,  Loteni  Nature  Reserve,  seepage  areas  on  south-facing  slopes. 

Note:  The  same  locality  could  represent  a major,  minor  or  precise  locality,  depending  on  the  locality 
details  provided;  e.g.  for  the  locality  Pinetown: 

1.  Pinetown  (precise)  [poor  quality  collecting  information] 

2.  Durban  district  (major),  Pinetown  (minor),  Paradise  Valley  Nature  Reserve  (precise) 

3.  Pinetown  (major),  Paradise  Valley  Nature  Reserve  (minor),  eastern  boundary  of  reserve,  along 
stream  bank  (precise) 


Used  to  store  selected  locality  data  in  memory,  namely,  degrees,  minutes  and  seconds,  grid 


reference  degrees  decimal  and  locality  values  for  use  in  subsequent  records. 


• Double  clicking  on  the  first  line  of  the  Locality  field  of  a new  record  duplicates  the  stored  local- 
ity information  in  the  appropriate  fields. 

• Double  clicking  on  the  Degrees  N/S  field  recalls  only  the  degrees,  minutes  and  seconds  and 
grid  reference  information. 
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Locality 

Keywords 


Used  to  access  the  Locality  Keywords  sub-form  (Fig.  34).  This  sub-form  is  used  to  en- 
ter locality  keywords  from  the  specimen  locality  data.  These  keywords  facilitate  rapid 
searches  when  querying  the  database. 


Fig.  34.  Locality  Keywords  sub-form. 


New  Specimens:  Locality  Keywords  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 

Locality 

To  insert  a locality  keyword,  click  in  the  Locality  field.  Enter  the  first  3-4  letters  of  the  locality 
name.  An  alphabetical  list  of  localities  will  appear  and  the  first  locality  starting  with  the  letters 
entered,  will  be  highlighted.  If  the  required  locality  is  not  immediately  visible,  use  the  scroll  bar  to 
search  for  it.  Click  on  the  name  to  insert  it  into  the  Locality  field.  After  entering  the  first  record, 
click  on  to  create  a new  record  if  multiple  locality  keyword  entries  are  required. 


Note:  If  the  locality  name  is  not  listed  it  will  have  to  be  added  to  the  ‘Localities’  table.  See  below. 


Accesses  the  Locality  Keywords  sub-form,  used  to  add  new  locality  keywords  to  the  ’Lo- 


calities' table.  See  Chapter  7 (p.  107)  for  entering  a new  locality  keyword. 


Click  on  ^ 


to  return  to  the  New  Specimens  data  entry  form. 
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3.1.4  New  Specimens:  Habitat  page 


Fig.  35.  New  Specimens  data  entry  form:  Habitat  page. 


Altitude 

Enter  the  altitude  at  which  the  specimen  was  collected.  If  a range  of  altitudes  is  given,  for  example 
200-400  m,  enter  the  midpoint  value  (300  m).  The  level  of  confidence  is  then  recorded  as  100  m by 
selecting  the  '51-100  m'  option. 

Feet/meters  (Ft/m) 

Click  on  the  down  arrow  to  the  right  of  the  Ft/m  field  to  list  the  available  altitude  unit  options,  or 
simply  enter  'ft'  or 'm'.  Click  on  the  required  unit  to  insert  it  into  the  Ft/m  field. 

Confidence  level 

Quantifies  the  degree  of  accuracy  of  the  altitude  reading.  Click  on  the  down  arrow  to  the  right  of 
this  field  to  access  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Confidence 
level  field. 

Aspect 

Click  on  the  down  arrow  to  the  right  of  the  field  to  display  a list  of  aspect  options.  Click  on  the 
required  option  to  insert  it  into  the  Aspect  field. 

Salinity 

Salinity  value  in  parts  per  thousand  (°/00) 
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Accesses  the  Habitats  sub-form  (Fig.  36),  which  is  used  to  record  macro-  and  micro- 
habitats within  which  the  specimen  was  recorded  growing. 


Fig.  36.  Habitats  sub-form. 


New  Specimens:  Habitats  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on 


Habitat 

Click  on  the  down  arrow  to  the  right  of  this  field  for  an  alphabetical  list  of  habitat  options.  The  list 
contains  both  macro-habitats  (e.g.  hilltop)  and  micro-habitats  (e.g.  pan/depression).  Click  on  the 
required  option  to  insert  it  into  the  Habitat  field.  After  entering  and  saving  the  first  record,  click 
on  to  create  a new  record  if  multiple  habitat  entries  are  required. 


the  required  habitat  is  not  listed,  a new  habitat  record  will  have  to  be  added  to  the 
Chapter  7 (p.  1 04). 


Click  on  ^ 1 to  return  to  the  New  Specimens  data  entry  form. 

Substrate 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  substrate  types.  Click  on 
the  required  option  to  insert  it  into  the  Substrate  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If 

table.  See 


Note:  If  the  required  substrate  is  not  listed,  a new  substrate  record  wil 
table.  See  Chapter  7 (p.  I 1 7). 


have  to  be  added  to  the  ‘Substrate’ 


Soil 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  soil  types.  Click  on  the 
required  option  to  insert  it  into  the  Soil  field.  See  also  Complex  habitat  information  (p.  42). 
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Note:  If  the  required  soil  type  is  not  listed,  a new  soil  record  will  have  to  be  added  to  the ‘Soil  Types’ 
table.  See  Chapter  7 (p.  I 1 2). 
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Lithology 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  lithology  types.  Click  on 
the  required  option  to  insert  it  into  the  Lithology  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If  the  required  lithology  is  not  listed,  a new  lithology  record  will  have  to  be  added  to  the  ‘Lithol- 
ogy’ table.  See  Chapter  7 (p.  106). 


Moisture 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  moisture  regimes.  Click 
on  the  required  option  to  insert  it  into  the  Moisture  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If  the  required  moisture  regime  is  not  listed,  a new  moisture  regime  record  will  have  to  be  added 
to  the ‘Moistures’  table.  See  Chapter  7 (p.  109). 




Vegetation 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  vegetation  types.  Click 
on  the  required  option  to  insert  it  into  the  Vegetation  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If  the  required  vegetation  type  is  not  listed,  a new  vegetation  type  record  will  have  to  be  added  to 
the ‘Vegetation  Types’  table.  See  Chapter  7 (p.  I 19). 

i.  , . ■ ■ . i , 
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Biotic  effect 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  biotic  effects.  Click  on 
the  required  option  to  insert  it  into  the  Biotic  effect  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If  the  required  biotic  effect  is  not  listed,  a new  biotic  effect  record  will  have  to  be  added  to  the 
‘Biotics’  table.  See  Chapter  7 (p.  96). 
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Exposure 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  exposure  types.  Click  on 
the  required  option  to  insert  it  into  the  Exposure  field.  See  also  Complex  habitat  information 
(p.  42). 


Note:  If  the  required  exposure  type  is  not  listed,  a new  exposure  type  record  will  have  to  be  added  to 
the ‘Exposure’  table.  See  Chapter  7 (p.  100). 
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Occurrence 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  occurrence  types.  Click 
on  the  required  option  to  insert  it  into  the  Occurrence  field.  See  also  Complex  habitat  informa- 
tion (p.  42). 


Note:  If  the  required  occurrence  is  not  listed,  a new  occurrence  record  will  have  to  be  added  to  the  ‘< 
currence’  table.  See  Chapter  7 (p.  I 10). 
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3.1.5  New  Specimens:  Description  page 


Fig.  37.  New  Specimens  data  entry  form:  Description  page. 


Plant  height 

Enter  the  plant  height  recorded  by  the  collector,  or  the  measured  height  of  the  specimen  on  the 
sheet,  provided  the  specimen  is  entire.  If  there  are  multiple  specimens,  enter  the  value  of  the  tall- 
est plant  into  the  Plant  height  field,  and  include  the  range  of  heights  in  the  Notes  field.  In  the 
case  of  plants  in,  for  example,  the  Cyperaceae  or  Poaceae,  the  full  inflorescence  should  be  includ- 
ed in  the  plant  height  measurement. 

Unit  (plant  height) 

Click  on  the  down  arrow  to  display  a list  of  height  [length)  units.  Click  on  the  applicable  unit  to 
insert  it  into  the  Unit  field. 


Presence/maturity  (of  flowers,  fruits  and  seeds) 

Flowers 

Describes  the  presence  or  absence  or  maturity  of  the  flowers,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  enter  the  value  into  the  Flowers  field. 

Fruits 

Describes  the  presence  or  absence  or  maturity  of  the  fruits,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  enter  the  value  into  the  Fruits  field. 
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Seeds 

Describes  the  presence  or  absence  or  maturity  of  the  seeds,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  enter  the  value  into  the  Seeds  field. 


Growth  Forms  Accesses  the  Growth  Forms  sub-form  (Fig.  38),  for  entry  of  one  or  more  growth 

““ " form(s).  If  the  plant  comprises  several  growth  forms,  e.g.  where  the  plant  is  a 

herb,  a geophyte  and  a climber,  these  should  be  recorded  individually. 


Fig.  38.  Growth  Forms  sub-form. 


New  Specimens:  Growth  Forms  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 

Growth  form 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  growth  forms.  Click  on 
the  required  growth  form  to  insert  it  into  the  Growth  form  field.  To  add  the  remaining  growth 
forms,  click  on  to  create  a new  record  if  multiple  growth  form  entries  are  required. 


Note:  If  the  required  growth  form  is  not  listed,  a new  record  will  have  to  be  added  to  the  ‘Growth 
Forms’  table.  See  Chapter  7 (p.  103). 

, , , ir/ 

lilt  * 

Click  on  1 to  return  to  the  New  Specimens  data  entry  form. 
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Accesses  the  Flower  Colours  sub-form  (Fig.  39)  for  recording  flower  colour.  If 
the  flowers  display  more  than  one  colour,  e.g.  red  with  yellow  streaks,  then  both 
red  and  yellow  should  be  recorded  individually,  and  ordered  according  to  dominance. 


Flower  Colours 


Fig.  39.  Flower  Colours  sub-form. 


New  Specimens:  Flower  Colours  sub-form 


Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  + . 


Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  an  alphabetical  list  of  colour  options. 
Click  on  the  appropriate  colour  to  insert  it  into  the  Colour  field. 


Note:  If  the  required  flower  colour  is  not  listed,  a new  flower  colour  record  will  have  to  be  added  to  the 
‘Colours’  table.  See  Chapter  7 (p.  98). 


Order  ©f  dominance 

Used  to  weigh  the  flower  colour  in  terms  of  colour  dominance.  If  the  flower  colour  is  yellow  and 
green  and  these  colours  are  equally  dominant,  each  colour  (recorded  separately)  will  have  an 
Order  of  dominance  value  of  1.  If  the  flower  colour  is  predominantly  yellow  with  green  streaks, 
then  yellow  will  have  an  Order  of  dominance  value  of  1 and  green  a value  of  2. 


Click  on  to  create  a new  record  if  multiple  flower  colour  entries  are  required. 


Note:  Enter  the  flower  colour  recorded  by  the  collector,  and  not  from  the  flower(s)  on  the  pressed 
specimen,  as  this  may  fade  from  drying  and  pressing. 


Click  on 


to  return  to  the  New  Specimens  data  entry  form. 
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Accesses  the  Fruit  Colours  sub-form  (Fig.  40)  for  recording  one  or  more 
fruit  colour(s).  If  the  plant  has  more  than  one  fruit  colour,  e.g.  red  with  yel- 
low streaks,  then  both  red  and  yellow  should  be  recorded  individually,  and  ordered  according  to 
dominance. 


Fruit  Colours 


Fig.  40.  Fruit  Colours  sub-form. 


New  Specimens:  Fruit  Colours  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  + . 

Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  an  alphabetical  list  of  colour  options. 
Click  on  the  appropriate  colour  to  insert  it  into  the  Colour  field. 


Note:  If  the  required  fruit  colour  is  not  listed,  a new  fruit  colour  record  will  have  to  be  added  to  the 
‘Colours’  table.  See  Chapter  7 (p.  98). 


J 


Order  of  dominance 

Used  to  weigh  the  fruit  colour  in  terms  of  colour  dominance.  If  the  fruit  colour  is  described  as 
yellow  and  green  (i.e.  equally  weighted),  each  colour  record  would  have  an  Order  of  dominance 
value  of  1.  If  the  fruit  colour  is  yellow  with  green  streaks,  the  order  value  for  yellow  is  1,  and  for 
green  2. 


Note:  Enter  the  fruit  colour  recorded  by  the  collector,  and  not  the  colour  of  the  fruit  on  the  pressed 
specimen,  as  this  may  fade  from  drying  and  pressing. 


Click  on 
Click  on 


to  create  a new  record  if  multiple  fruit  colour  entries  are  required, 
to  return  to  the  New  Specimens  data  entry  form. 
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Notes 

Used  to  store  all  information  not  processed  on  the  Specimen  ID,  Collector's  and  Locality  pages  of 
the  New  Specimens  data  entry  form  (plant  name,  collector's  name(s)  and  locality).  All  other  infor- 
mation should  be  entered  in  the  Notes  field  even  if  this  is  duplicated  in  the  various  coded  fields 
e.g.  altitude,  aspect,  substrate,  soil  type,  vegetation,  etc. 


Notes  ‘Flag’  fields 

Used  to  flag  the  presence  of  specific  information  in  the  Notes  field,  so  that  these  records  can  be 
easily  and  quickly  accessed  at  a later  stage.  This  is  done  by  double  clicking  the  appropriate  'Flag 
field  to  insert  an  'X',  e.g.  recording  an  'X'  in  the  Util  'Flag'  field  indicates  that  information  about 
the  utilisation  of  the  plant  is  documented  in  the  Notes  field. 

• Morphol  (Morphology) — any  details  of  the  plant's  appearance 

• Ecol  (Ecology) — any  habitat  details  not  entered  in  the  coded  habitat  fields 

• Comm  name  (Common  name) — vernacular  name 

• Util  (Utilisation) — any  reference  to  the  utilisation  of  the  plant  (e.g.  medicinal,  building,  food, 
etc.) 

• Toxicity — any  reference  to  whether  the  plant  is  poisonous 

• Repro  biol  (Reproductive  biology) — any  reference  to  pollination,  pollinators,  etc. 

• Hort  (Horticulture) — any  reference  to  the  cultivation  and/or  propagation  of  the  plant 

• Aroma — any  reference  to  the  odour,  fragrance,  and/or  aroma  of  plant  parts 

• Undesirablility — any  reference  to  the  plant  being  weedy,  invasive,  harmful,  etc. 


Complex  habitat  information 

It  is  not  possible  to  include  any  qualifying  statements  e.g.  'red',  sandy  soil,  or  recently  burnt  '6 
months  ago',  in  the  coded  habitat  fields.  In  the  above  example,  a full  description  of  the  soil  should 
be  included  in  the  Notes  field,  and  the  Ecol  'Flag'  field  (below  the  notes  field)  marked  with  an  'X'. 
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3.1.6  New  Specimens:  Other  page 


Fig.  4 1 . New  Specimens  data  entry  form:  Other  page. 


Add  coded  fields  to  notes  on  labels 

Allows  the  user  to  decide  whether  or  not  the  coded  habitat  information  should  be  printed  on  the 
specimen  labels  together  with  the  notes.  The  default  value  is  'Y'  (Yes).  Double  click  in  this  field  to 
change  the  selection  to  'N'  (No).  It  is  recommended  that  this  information  be  added  to  the  labels. 


Note:  If,  when  printing  labels,  either  of  the  options ‘A’  or‘N’  are  selected  at  the  prompt ‘Include  coded 
information  on  labels?’,  these  will  take  precedence  over  the  option  ‘F’,  where: 

A = include  coded  fields  for  all  labels 

N = do  not  include  coded  fields  for  any  labels 

F = include  coded  fields  according  to  individual  flags. 

See  Add  coded  fields  to  notes  on  labels  above. 


Specimen  status 

The  state  of  completion  of  the  various  stages  in  the  specimen  accessioning  process  may  be  indi- 
cated in  the  following  three  fields: 

• Checked — Indicates  whether  the  specimen  data  has  been  checked  for  errors  and  corrected. 
Enter  'Y'  (Yes)  or  'N'  (No). 

• No.  of  labels  wanted — Indicates  the  number  of  labels  to  be  printed  for  individual  speci- 
mens. The  default  value  is  1.  Change  this  value  to  indicate  the  number  of  labels  required. 

• Labels  done — Indicates  whether  or  not  final  labels  have  been  printed  for  the  specimen.  The 
value  'Y'  (Yes)  is  automatically  inserted  by  the  system  when  the  final  labels  are  printed.  Final 
labels  can  only  be  printed  if  the  Checked:  field  above  is  flagged  'Y'  (Yes),  and  CAS  values 
have  been  assigned  to  the  specimens.  See  CAS  number  below. 
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Special  Collections 


Accesses  the  Special  Collections  sub-form  (Fig.  42),  used  to  link  speci- 
mens collected  as  part  of  a specific  expedition;  a series  of  collecting 
trips  to  a specific  location  or  focusing  on  a specific  plant  group  e.g.  medicinal,  cultivated  or  poi- 
sonous plants. 


Fig.  42.  Special  Collections  sub-form. 


New  Specimens:  Special  Collections  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 


Special  Collection 

Click  on  the  down  arrow  to  the  right  of  the  Special  Collection  field  for  an  alphabetical  list  of  op- 
tions. Click  on  the  required  option  to  insert  it  into  this  field. 


Note:  If  the  required  special  collection  type  is  not  listed,  a new  special  collection  type  record  will  have  to 
be  added  to  the  ‘Special  Collections’  table.  See  Chapter  7 (p.  I I 3). 


Click  on to  create  a new  record  if  multiple  special  collection  entries  are  required. 


Click  on 


to  return  to  the  New  Specimens  data  entry  form. 
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Accesses  the  Voucher  for:  sub-form  (Fig.  43),  used  to  reference  the  use 
of  the  specimen  as  a voucher  for  other  scientific  studies. 


Fig.  43.  Voucher  for:  sub-form. 


New  Specimens:  Voucher  for:  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 

Voucher  for: 

Records  in  what  discipline  (e.g.  ecology,  cytology)  or  for  what  purpose  (e.g.  photography)  the 
specimen  or  part  thereof  has  been  used.  Click  on  the  down  arrow  to  the  right  of  the  field  for  an 
alphabetical  list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Voucher  for:  field. 


Note:  If  the  required  voucher  type  is  not  listed,  a new  voucher  type  record  will  have  to  be  added  to  the 
‘Vouchers’  table.  See  Chapter  7 (p.  120). 


+ 

Click  on  to  create  a new  record  if  multiple  voucher  entries  are  required. 


Click  on 


to  return  to  the  New  Specimens  data  entry  form. 
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Duplicate  DistrOiribution 

herbaria. 


Accesses  the  Duplicate  Distribution  sub-form  (Fig.  44),  which  is 
used  to  record  the  distribution  of  duplicate  specimens  to  other 


Fig.  44.  Duplicate  Distribution  sub-form. 


New  Specimens:  Duplicate  Distribution  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on  . 


Herbarium  code 

Stores  the  acronym  of  the  herbarium  (e.g.  WIND  for  National  Herbarium  of  Namibia)  to  which 
a duplicate  of  the  specimen  has  been  sent.  Click  on  the  "Search  for  Herbarium"  button  to  access 
the  search  prompt.  Enter  the  first  3-4  letters  of  the  herbarium  name  (or  any  other  search  string 
e.g.  the  town  or  country  name)  and  select  'GO'  to  display  a list  of  herbaria  containing  the  search 
string.  Click  on  the  line  containing  the  relevant  herbarium  name  to  insert  it  into  the  Herbarium 
field.  „ I 

Click  on  ^ to  store  the  herbarium  code.  Click  on  1 to  close  the  sub-form.  Then  double  click 
in  the  Herbarium  code  field  to  insert  the  herbarium  code. 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the ‘Her- 
baria’ table.  See  Chapter  7 (p.  105). 


Click  on  * to  create  a new  record  if  multiple  duplicate  distribution  entries  are  required. 


Click  on  ^ 


to  return  to  the  New  Specimens  data  entry  form. 
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Type  specimen  of: 


Accesses  the  Type  Specimen  of:  sub-form  (Fig.  45),  used  to  indicate 
the  plant  name(s)  for  which  the  specimen  is  a type. 


Fig.  45.  Type  Specimen  of:  sub-form. 


New  Specimens:  Type  Specimen  of:  sub-form 

Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  inserted 
when  a new  record  is  created  by  clicking  on 


Type  specification 

Indicates  the  type  status  of  the  specimen,  e.g.  holotype,  syntype,  isotype,  neotype,  etc.  Click  on  the 
down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  options.  Click  on  the  required  option 
to  insert  it  into  the  Type  specification  field. 

Type  of:  Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  If  the  required  genus  name  is  not  immedi- 
ately visible,  use  the  scroll  bar  to  search  for  the  name.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  ‘Genera’  table. 
See  Chapter  7 (p.  102). 


Type  of:  Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  at  the  right  end 
of  the  Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary,  use 
the  scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Spe- 
cies field. 


Note:  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the ‘Species’  table. 
See  Chapter  7 (p.  I 14). 
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If  the  name  of  the  type  is  the  same  as  the  name  assigned  to  the  specimen,  click  on 
the  current  specimen  name  into  the  appropriate  fields. 


Click  on 
Click  on 
Click  on 


to  create  a new  record  if  multiple  type  name  entries  are  required, 
to  return  to  the  New  Specimens  data  entry  form, 
to  return  to  the  New  Specimens:  Batch  Header  form. 


Ni!  to  insert 


3.2  Transfer  Batch 


Copies  information  for  an  entire  batch  of  specimens  to  the  Specimens 
table.  Make  the  batch  to  be  transferred  the  current  batch,  i.e.  the  batch 
displayed  on  the  screen. 


Transfer  Batch 


Note:  Specimens  may  only  be  transferred  when  they  have  been  flagged  as  checked. This  can  be  done  in 
two  ways: 

• Individual  specimens  can  be  flagged  by  setting  the  Specimen  Status  Checked  field  to  Y ‘Yes’.  This 
field  is  located  on  the  Other  page  of  the  New  Specimens  data  entry  form. 

• Entire  batches  of  specimens  can  be  flagged  by  clicking  the  button  on  the  New  Specimens:  Batch 

Header  form. 


3.3  Transfer  One 


Copies  information  for  individual  specimens  in  a batch  to  the  main  Speci- 
men Database  table.  Ensure  that  the  current  batch  contains  the  specimen 
to  be  transferred.  A prompt  'Which  item  number  should  be  transferred?'  will  appear.  Enter  the 
item  number  of  the  specimen  to  be  transferred,  and  select  'OK'.  The  Item  number  is  the  value 
found  in  the  ItemNo  field  of  the  Temporary  Accession  String  (TAS)  at  the  top  of  the  New  Speci- 
mens data  entry  form. 


Transfer  One 


Note:  Specimens  may  only  be  transferred  when  they  have  been  flagged  as  checked.  See  Note  under  3.2 
above. 


3.4  Print  Labels 


Prints  draft  or  final  labels  for  specimens  in  the  current  batch.  Click  on  this 
button  to  display  the  prompt  'Draft  or  Final  labels?  D/F'.  Enter  'D'  to  print 
draft  labels,  or  'F'  to  print  final  labels.  See  Print  Labels  (p.  122). 


Print  Labels 


3.5  Delete  Specimens 


Delete  Specimens 


Deletes  all  the  specimens  in  the  current  batch.  If  there  are  specimens 
without  CAS  values,  or  for  which  final  labels  have  not  been  printed,  the 
system  displays  this  information  and  prompts  whether  or  not  the  batch  should  still  be  deleted. 


Click  on 


to  return  to  the  Specimen  Database  menu. 
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Existing  Specimens 


Existing  Specimens  Accesses  the  Specimens  data  entry  form,  for  capture  of  specimen  informa- 
- - - •— - J tion  from  specimens  already  accessioned  (filed)  in  a herbarium. 


4.1  Specimens:  Specimen  ID  page 


Fig.  46.  Specimens  data  entry  form:  Specimen  ID  page. 

Computer  Accession  String  (CAS) 

A unique  four-part  string  assigned  to  each  specimen.  It  comprises  the  herbarium  code,  the  num- 
ber component,  the  extension,  and  the  sheet  number. 

Herbarium  (CasHerb) 

Stores  the  holding  herbarium  code,  as  tabulated  in  Index  Herbariorum.  This  code  is  set  by  the  user 
for  his/her  system  when  the  Specimen  Database  is  first  opened  (See  Chapter  1:  Starting  the  Speci- 
men Database,  p.  #),  and  appears  as  a default  value  thereafter.  If  necessary,  it  may  be  modified 
from  the  Local  Settings  menu  (see  Chapter  10,  p.  131). 

Number  (CasNo)  + 

Each  existing  specimen  is  automatically  allocated  a unique  number.  Click  on to  clear  the 

screen,  enter  a new  record  and  allocate  the  next  available  number. 

Extension  (Ext) 

Used  when  multiple  collections  are  mounted  on  a single  herbarium  sheet.  These  are  different  col- 
lections by  a single  or  various  collector(s).  Enter  'A'  for  the  first  collection,  'B'  for  the  second,  etc.  If 
the  letter  is  entered  in  lower  case,  it  will  automatically  be  converted  to  upper  case. 
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Sheet 

Indicates  the  sheet  number  when  the  collection  has  been  split  over  several  sheets. 


Copv  to  next  sheet  I Copies  information  from  the  current  record  to  a new  record  for  the  next 

sheet.  If  the  original  sheet  number  is  0,  this  is  incremented  to  1 and  the 

new  sheet  is  given  a sheet  number  of  2.  After  clicking  on  this  button,  the  confirm  copy  prompt, 
'Copy  record  to  Sheet  2?/3?/4?  Y/N'  appears.  Type  'Y'  (Yes)  to  copy  the  sheet,  or  'N'  (No)  to  cancel 


1 Copy  to  i 


next  sheet 


Note: The  1 M’llCAIJilKi  button  should  only  be  used  once  all  the  information  for  the  current 

sheet  has  been  entered  and  saved.  If  subsequent  sheets  are  required,  these  should  be  copied  from  the 
sheet  with  the  highest  sheet  number,  i.e.  sheet  I copied  from  sheet  0,  sheet  2 copied  from  sheet  I , etc 
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Donated  by 

Details  of  the  herbarium  by  which  the  specimen  was  donated. 

Herbarium 

Enter  the  herbarium  code  of  the  donating  herbarium,  as  listed  in  Index  Herbariorum.  If  the  code  is 
not  known,  see  'Search  for  Herbarium'  below. 


Note:  Wherever  possible,  the  original  or  primary  donor  of  the  specimen  should  be  recorded,  and  not 
subsequent  donor(s). 


J 


Used  to  find  a herbarium  code.  The  search  prompt  'Enter  search 
string  and  click  GO  button'  appears.  Enter  the  first  3-4  letters  of 
the  herbarium  name  (or  any  other  search  string,  e.g.  the  town  or  country  name)  and  select  'GO'. 
A list  of  herbaria  containing  the  entered  string  appears.  Click  on  the  line  containing  the  relevant 
herbarium  entry.  The  herbarium  code  is  inserted  into  the  Herbarium  Selection  field. 


Search  for  Herbarium 


Click  on to  store  the  herbarium  code.  Click  on  I to  close  the  sub-form.  Then  double  click 

in  the  Donated  by:  Herbarium  field  to  insert  the  herbarium  code. 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
‘Herbaria’  table.  See  Chapter  7 (p.  105). 
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Number 

If  available,  enter  the  herbarium  accession  number  of  the  donated  specimen.  If  the  herbarium  has 
been  computerised,  the  computer  accession  number  should  take  precedence  over  other  numbers. 


To  clear  information  from  the  Herbarium  and  Number  fields,  click  the  _J  button  to  the  right  of 
Number  field. 

Duplicate  of  CAS  (Computer  Accession  String) 

This  process  is  used  to  duplicate  a specimen  record  received  from  another  herbarium  and  assign 
it  a local  CAS  value.  This  alleviates  having  to  re-capture  specimen  data  that  already  exists  electron- 
ically, having  been  previously  captured  by  another  herbarium.  An  example  would  be  the  donation 
to  your  herbarium  (e.g.  NH)  of  electronic  data  from  another  herbarium  (e.g.  PRE)  of  specimens 
for  which  there  are  duplicate  specimens  in  your  herbarium.  After  adding  the  donated  electronic 
records  into  your  database,  this  function  allows  these  to  be  duplicated  and  assigned  a local  'NH' 
herbarium  CAS  values. 
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To  copy  an  existing  record  after  a new  (empty)  record  has  been  inserted  together  with  its  unique 

CAS  value: 

1.  If  the  CAS  of  the  record  to  be  duplicated  is  known,  enter  the  CAS  and  click  on 

copy  to  duplicate  record  | to  copy  the  information  into  the  new  empty  record. 

2.  If  the  CAS  of  the  record  to  be  duplicated  is  not  known,  click  on  _Find  coll/no  ,0  duplicate  j ancj 
enter  the  collector's  name  at  the  prompt,  followed,  if  known,  by  the  collector's  number.  This  ac- 
cesses all  specimen  records  in  the  Specimens  table  that  are  associated  with  the  entered  col- 
lector's name  (and  number).  If  several  records  are  located  (e.g.  entering  White  123  may  locate 
White,  K.  and  White,  S.  with  collector's  number  123),  use  the  record  navigation  buttons  at  the 
bottom  of  the  screen  to  find  the  required  record. 


Click  on to  remember  the  CAS  value,  and  then  click  on  to  return  to  the  Specimens  data 

entry  form.  Double  click  in  the  Duplicate  of  CAS:  Number  field  to  insert  the  CAS  number,  and 
then  click  on  copy  to  duplicate  record  j to  copy  the  information  into  the  new  empty  record. 

To  clear  information  from  the  Duplicate  of  CAS  fields,  click  the  J button  to  the  right  of  the 
Sheet  field. 


Note:  Before  duplicating  a record,  ensure  a)  that  a new  record  has  been  created  by  clicking 
b)  that  the  record  has  an  appropriate  CAS. 


and 
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Material 

Used  to  indicate  the  kind  of  material  being  encoded.  The  default  value  is  'Herbarium  specimen'. 
Click  on  the  down  arrow  to  the  right  of  the  Material  field  to  display  a list  of  options.  Click  on  the 
required  option  to  insert  it  into  the  Material  field. 

Note:  If  the  required  material  type  is  not  listed,  a new  material  type  record  will  have  to  be  added  to  the 
‘Materials’  table.  See  Chapter  7 (p.  108). 

Family 

A display  field  that  automatically  indicates  the  family  name  once  the  genus  name  has  been  en- 
tered. 


Note:  To  add  a new  family  to  the  ‘Families’  table,  see  Chapter  7 (p.  101). 


Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  If  the  required  genus  name  is  not  immedi- 
ately visible,  use  the  scroll  bar  to  search  for  the  name.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  ‘Genera’  table. 
See  Chapter  7 (p.  102). 
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Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  at  the  right  end 
of  the  Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary, 
use  the  scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the 
Species  field.  If  the  selected  name  has  been  placed  into  synonymy  (indicated  by  a '=  ='  after  the 
name),  a dialogue  box,  offering  a choice  between  an  alternative  name  in  current  use  and  the  name 
selected  will  appear.  This  will  only  appear  after  the  cursor  has  been  moved  to  a new  field.  Select 
'Yes'  to  insert  the  new  name  offered,  and  'No'  to  insert  the  name  originally  selected. 


To  clear  information  from  the  Genus  and  Species  fields,  click  the  _ i button  to  the  right  of  the 

Species  field. 

ID  level 

Used  to  indicate  the  level  of  accuracy  of  the  taxon  name  identification.  Click  on  the  arrow  to  the 

right  of  the  ID  level  field  to  display  the  following  list  of  options  : 

• aff.  (affinis) — closely  related  to  the  selected  taxon,  but  does  not  match  it  exactly. 

• cf.  (confer) — compare  with  the  selected  taxon,  to  which  it  is  similar  but  does  not  match  exactly. 
This  option  indicates  a lesser  degree  of  similarity  than  aff. 

• indet.  (inderterminavit) — the  taxon  couid  not  be  identified. 

• to  species  level  only — the  taxon  could  not  be  identified  to  the  infraspecific  level.  This  will 
result  in  only  the  specific  epithet  being  displayed  in  the  Species  field.  See  Note  below. 

• to  subspecies  level  only — the  taxon  could  not  be  identified  to  the  varietal  level.  This  will  re- 
sult in  only  the  specific  and  subspecific  epithets  being  displayed  in  the  Species  field.  See  Note 
below. 


Click  on  the  required  option  to  insert  it  into  the  ID  level  field. 


Note:  I.  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  ‘Species’ 

table.  See  Chapter  7 (p.  I 14). 

2.  If  the  specimen  has  only  been  identified  to  the  species  level,  do  not  add  the  species  name  as  a 
new  record  in  the  Species  table.  Use  the  ID  level  below  to  truncate  the  name  to  display  only 
the  species  component. 
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Temporary  name 

Used  to  record  the  personalised  taxon  name  or  description  assigned  to  the  plant  by  the  collector. 

Determinavit  (Det) 

Used  to  record  the  name  of  the  person  who  identified  the  plant. 

Month  (MM)  Year  (YYYY) 

The  month  and  year  in  which  the  determination  was  made. 
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4.2  Specimens:  Coilector(s)  page 


Fig.  47.  Specimens  data  entry  form:  Collector(s)  page. 

Collector's  specimen  no. 

Enter  the  number  assigned  to  the  specimen  by  the  collector. 


Use  the  Change  spmn  no  button  change  the  specimen  number  after  the  record  has  been 
saved. 

Collecting  date:  Day  (DD)  / Month  (MM)  / Year  (YYYY) 

Enter  the  date  (day,  month  and  year)  on  which  the  specimen  was  collected. 


Collectors: 


Accesses  the  Collectors  sub-form,  used  to  record  the  collector's  name(s)  (Fig.  48). 
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Fig.  48.  Collectors  sub-form. 


Specimens:  Collectors  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 

Ex 

Enter  "Ex"  in  this  field  where  the  second  collector  was  responsible  for  collecting  the  plant  mate- 
rial and  providing  the  site  information,  but  did  not  prepare  the  specimen  or  assign  a collector's 
number  to  it,  this  having  been  done  by  the  first  collector.  For  example,  Meddley-Wood,  curator 
of  the  Natal  Herbarium,  often  prepared  specimens  from  material  brought  in  for  identification  by 
members  of  the  public. 

Collector 

Click  on  the  Collector  field  or  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  collec- 
tor's name.  An  alphabetical  list  of  collectors'  surnames  will  appear  and  the  first  surname  starting 
with  the  letters  entered,  will  be  highlighted.  If  the  collector's  name  is  not  immediately  visible,  use 
the  scroll  bar  to  find  the  required  surname  and  initials.  Click  on  the  name  to  insert  it  into  the  Col- 
lector field. 


Note:  If  a collector’s  name  is  not  listed,  a new  record  will  have  to  be  added  to  the  ‘Collectors’  table. This 
can  be  done  via  the  New  Collector  button  I or  see  Chapter  7 (p.  97). 


Order 

Indicates  the  order  to  be  followed  when  printing  the  names  of  multiple  collectors  on  the  specimen 
label.  The  first  collector  is  automatically  assigned  a default  order  value  of  1.  For  each  subsequent 
collector,  the  value  in  the  order  field  is  automatically  incremented  by  one. 

Click  on  ___  to  clear  the  Collectors  field,  and  increment  the  order  value  by  one.  Repeat  these 
steps  for  all  additional  collectors. 
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To  enter  the  name  of  an  additional  collector  not  represented  in  the  list  of  collectors,  click  on  1 
or  follow  the  procedures  explained  in  Chapter  7 (p.  97). 

To  remember  the  collector's  name(s)  for  use  in  subsequent  records,  click  on  . This  will  store 
the  collector's  name(s)  in  memory. 

fit  ‘ 

Click  on  1 to  return  to  the  Specimens  data  entry  page.  The  collector(s)  entered  on  the  Collec- 
tors sub-form  will  automatically  be  displayed  on  the  Specimens  Collectors  page. 

To  recall  the  collector's  name(s)  stored  in  memory  for  insertion  in  a subsequent  specimen  record 
click  on  _ . 


4.3  Specimens:  Locality  page 


tl-lnlxt 


CasHerb  CasNo  Ext  Sheet 

| 74760  r r° 


SPECIMENS 


Specimen  ID 

Collector(s)  Locality 

j Habitat  | Description 

Other 

Region 

Country 

Origin  (cult/wild) 

Degrees 

| South  Africa 

- | j South  Africa 

1 1 

decimal 

N/S 

Deg  / min  / sec  N/S  Deg  / min  / sec  E/W  Confidence  level  GridRef 


Cornell  from  d/m/s 


Locality 


Convert  from  grid 


Convert  from  deg . decimal 


Remember 

locality 


Locality 

Keywords 


+ “ 


[Record  1 of  1 


5 


L-* 


m 


Fig.  49.  Specimens  data  entry  form:  Locality  page. 


Region  (country,  province,  etc.) 

Enter  the  first  3-4  letters  of  the  region.  Click  on  the  down  arrow  to  the  right  of  the  field  to  list  all 
regions  starting  with  the  entered  search  string.  An  alphabetical  list  of  regions  will  appear  and 
the  first  region  starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  region 
name  to  insert  it  into  the  Region  field. 


Note:  If  the  required  region  is  not  listed,  a new  region  record  will  have  to  be  added  to  the  ‘Regions’  table 
See  Chapter  7 (p.  I I I). 
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Country 

A display  field  that  automatically  indicates  the  country  corresponding  to  the  entered  region. 

Origin  (Cultivated/Wild) 

Records  the  original  source  of  the  specimen,  e.g.  collected  from  the  wild,  cultivated  from  material 
collected  from  the  wild,  etc.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  op- 
tions. Click  on  the  appropriate  option  to  insert  it  into  the  Origin  field. 

Deg  / min  / sec,  N/S 

Enter  the  latitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

Deg  / min  / sec,  E/W 

Enter  the  longitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

The  default  quadrants  are  south  (S)  and  east  (E),  but  these  may  be  changed  to  north  and  west  if 
required. 

Confidence  level 

Quantifies  the  degree  of  accuracy  of  the  longitude  and  latitude  reading.  Click  on  the  down  arrow 
to  the  right  of  the  field  to  access  a list  of  options.  Click  on  the  required  confidence  level  to  insert  it 
into  the  Confidence  level  field. 


Grid  reference  (GridRef) 

The  quarter  degree  grid  reference  should  be  inserted  only  after  the  longitude  and  latitude  values 
have  been  entered. 

This  can  be  done  manually  or  by  clicking  on  Comert  61,1,1  d'nts  . In  situations  where  only  the 
quarter  degree  grid  value  is  provided,  the  conversion  to  Degrees,  Minutes  and  Seconds  can  be 
done  by  clicking  on  CoMvertfit)mgrid  . 


Degrees  decimal 
N/S  and  E/W 


Enter  the  decimal  value  for  latitude  (N/S)  and  longitude  (E/W).  To  convert  the  degrees  decimal 
values  to  Degrees,  Minutes  and  Seconds  and  quarter  degree  click  on  com-ertfiumdeK.  decimal 


Two  formats  of  decimalization  are  accepted;  (1)  decimalization  of  degrees  e.g.  36.1492  and  (2)  deci- 
malization of  minutes  e.g.  36.41.271. 


Locality 

Enter  the  collection  locality  of  the  specimen,  ordered  from  major  to  minor  and  precise  locality. 
Include  habitat  data  when  this  is  necessary  to  pinpoint  the  exact  collection  site.  e.g.  Underberg 
district,  southern  Drakensberg,  Loteni  Nature  Reserve,  seepage  areas  on  south-facing  slopes. 


Note:  The  same  locality  could  represent  a major,  minor  or  precise  locality,  depending  on  the  locality 
details  provided;  e.g.  for  the  locality  Pinetown. 

1.  Pinetown  (precise)  [poor  quality  collecting  information] 

2.  Durban  district  (major),  Pinetown  (minor),  Paradise  Valley  Nature  Reserve  (precise) 

3.  Pinetown  (major),  Paradise  Valley  Nature  Reserve  (minor),  eastern  boundary  of  reserve, 
along  stream  bank  (precise) 


<«  Used  to  store  selected  locality  data  in  memory,  namely,  degrees,  minutes  and  seconds,  grid 
^ reference  degrees  decimal  and  locality  values  for  use  in  subsequent  records. 

• Double  clicking  on  the  first  line  of  the  Locality  field  of  a new  record  duplicates  the  stored  local- 
ity information  in  the  appropriate  fields. 

• Double  clicking  on  the  Degrees  N/S  field  recalls  only  the  degrees,  minutes  and  seconds  and 
grid  reference  information. 
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Locality 

Keywords 


Used  to  access  the  Locality  Keywords  sub-form  (Fig.  50).  This  sub-form  is  used  to  enter 
locality  keywords  from  the  specimen  locality  data.  These  keywords  facilitate  rapid 
searches  when  querying  the  database. 


Fig.  50.  Locality  Keywords  sub-form. 


Specimens:  Locality  Keywords  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on 


Locality 

To  insert  a locality  keyword,  click  in  the  Locality  field.  Enter  the  first  3-4  letters  of  the  locality 
name.  An  alphabetical  list  of  localities  will  appear  and  the  first  locality  starting  with  the  letters 
entered,  will  be  highlighted.  If  the  required  locality  is  not  immediately  visible,  use  the  scroll  bar  to 
search  for  it.  Click  on  the  name  to  insert  it  into  the  Locality  field.  After  entering  the  first  record, 
click  on  to  create  a new  record  if  multiple  locality  keyword  entries  are  required. 


Note:  If  the  locality  name  is  not  listed  it  will  have  to  be  added  to  the  ‘Localities’  table.  See  below. 


Accesses  the  Locality  Keywords  sub-form,  used  to  add  new  locality  keywords  to  the  'Lo- 
calities' table.  See  Chapter  7 (p.  107)  for  entering  a new  locality  keyword. 


Click  on 


to  return  to  the  Specimens  data  entry  form. 
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Fig.  5 1 . Specimens  data  entry  form:  Habitat  page. 


Altitude 

Enter  the  altitude  at  which  the  specimen  was  collected.  If  a range  of  altitudes  is  given,  for  example 
200-400  m,  enter  the  midpoint  value  (300  m).  The  level  of  confidence  is  then  recorded  as  100  m by 
selecting  the  '51-100  m'  option. 

Feet/meters  (Ft/m) 

Click  on  the  down  arrow  to  the  right  of  the  Ft/m  field  to  list  the  available  altitude  unit  options,  or 
simply  enter  'ft'  or 'm'.  Click  on  the  required  unit  to  insert  it  into  the  Ft/m  field. 

Confidence  level 

Quantifies  the  degree  of  accuracy  of  the  altitude  reading.  Click  on  the  down  arrow  to  the  right  of 
this  field  to  access  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Confidence 
level  field. 

Aspect 

Click  on  the  down  arrow  to  the  right  of  the  field  to  display  a list  of  aspect  options.  Click  on  the 
required  option  to  insert  it  into  the  Aspect  field. 

Salinity 

Salinity  value  in  parts  per  thousand  (°/00) 
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Habitats 


Accesses  the  Habitats  sub-form  (Fig.  52),  which  is  used  to  record  macro-  and 
micro-habitats  within  which  the  specimen  was  recorded  growing. 


Fig.  52.  Habitats  sub-form. 


Specimens:  Habitats  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on 

Habitat 

Click  on  the  down  arrow  to  the  right  of  this  field  for  an  alphabetical  list  of  habitat  options.  The  list 
contains  both  macro-habitats  (e.g.  hilltop)  and  micro-habitats  (e.g.  pan/depression).  Click  on  the 
required  option  to  insert  it  into  the  Habitat  field.  After  entering  and  saving  the  first  record,  click 
on  to  create  a new  record  if  multiple  habitat  entries  are  required. 


Note:  If  the  required  habitat  is  not  listed,  a new  habitat  record  will  have  to  be  added  to  the ‘Habitats’ 
table.  See  Chapter  7 (p.  104). 


Click  on  _iTC  to  return  to  the  Specimens  data  entry  form. 

Substrate 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  substrate  types.  Click  on 
the  required  option  to  insert  it  into  the  Substrate  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  substrate  is  not  listed,  a new  substrate  record  will  have  to  be  added  to  the  ‘Sub- 
strates’ table.  See  Chapter  7 (p.  I 1 7). 

— n.'ii.. 

Soil 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  soil  types.  Click  on  the 
required  option  to  insert  it  into  the  Soil  field.  See  also  Complex  habitat  information  (p.  66). 


CHAPTER  4 


61 


Note:  If  the  required  soil  type  is  not  listed,  a new  soil  record  will  have  to  be  added  to  the  ‘Soil  Types’ 
table.  See  Chapter  7 (p.  I 12). 

- ..in  u— ■», ..mliinu 


Lithology 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  lithology  types.  Click  on 
the  required  option  to  insert  it  into  the  Lithology  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  lithology  is  not  listed,  a new  lithology  record  will  have  to  be  added  to  the 
‘Lithology’  table.  See  Chapter  7 (p.  106). 
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Moisture 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  moisture  regimes.  Click 
on  the  required  option  to  insert  it  into  the  Moisture  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  moisture  regime  is  not  listed,  a new  moisture  regime  record  will  have  to  be  added 
to  the ‘Moistures’  table.  See  Chapter  7 (p.  109). 
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Vegetation 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  vegetation  types.  Click 
on  the  required  option  to  insert  it  into  the  Vegetation  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  vegetation  type  is  not  listed,  a new  vegetation  type  record  will  have  to  be  added  to 
the ‘Vegetation  Types’  table.  See  Chapter  7 (p.  I 19). 
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Biotic  effect 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  biotic  effects.  Click  on 
the  required  option  to  insert  it  into  the  Biotic  effect  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  biotic  effect  is  not  listed,  a new  biotic  effect  record  will  have  to  be  added  to  the 
‘Biotics’  table.  See  Chapter  7 (p.  96). 


Exposure 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  exposure  types.  Click  on 
the  required  option  to  insert  it  into  the  Exposure  field.  See  also  Complex  habitat  information 

(p.  66). 


Note:  If  the  required  exposure  type  is  not  listed,  a new  exposure  type  record  will  have  to  be  added  to 
the ‘Exposure’  table.  See  Chapter  7 (p.  100). 
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Occurrence 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  occurrence  types.  Click 
on  the  required  option  to  insert  it  into  the  Occurrence  field.  See  also  Complex  habitat  informa- 
tion (p.  66). 


Note:  If  the  required  occurrence  is  not  listed,  a new  occurrence  record  will  have  to  be  added  to  the 
‘Occurrence’  table.  See  Chapter  7 (p.  I 10). 

r:  ■ 
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i Displays  a list  of  definitions  of  the  ecological  terms  associated  with  habitat  data  entry  fields. 

4.5  Specimens:  Description  page 


Fig.  53.  Specimens  data  entry  form:  Description  page. 

Plant  height 

Enter  the  plant  height  recorded  by  the  collector,  or  the  measured  height  of  the  specimen  on  the 
sheet,  provided  the  specimen  is  entire.  If  there  are  multiple  specimens,  enter  the  value  of  the  tall- 
est plant  into  the  Plant  height  field,  and  include  the  range  of  heights  in  the  Notes  field.  In  the 
case  of  plants  in,  for  example,  the  Cyperaceae  or  Poaceae,  the  full  inflorescence  should  be  includ- 
ed in  the  plant  height  measurement. 

Unit  (plant  height) 

Click  on  the  down  arrow  to  display  a list  of  height  (length]  units.  Click  on  the  applicable  unit  to 
insert  it  into  the  Unit  field. 

Presence/maturity  (of  flowers,  fruits  and  seeds) 

Flowers 

Describes  the  presence  or  absence  or  maturity  of  the  flowers,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  insert  the  value  into  the  Flowers  field. 

Fruits 

Describes  the  presence  or  absence  or  maturity  of  the  fruits,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  insert  the  value  into  the  Fruits  field. 
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Seeds 

Describes  the  presence  or  absence  or  maturity  of  the  seeds,  e.g.  present,  absent,  immature,  etc. 
Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  op- 
tion to  insert  the  value  into  the  Seeds  field. 


Growth  Forms 


Accesses  the  Growth  Forms  sub-form  (Fig.  54)  for  entry  of  one  or  more  growth 
form(s).  If  the  plant  comprises  several  growth  forms,  e.g.  where  the  plant  is  a herb. 


a geophyte  and  a climber,  these  should  be  recorded  individually. 


Fig.  54.  Growth  Forms  sub-form. 


Specimens:  Growth  Forms  sub-form 


Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 

Growth  form 

Click  on  the  down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  growth  forms.  Click  on 
the  required  growth  form  to  insert  it  into  the  Growth  form  field.  To  add  the  remaining  growth 
forms,  click  on  to  create  a new  record  if  multiple  growth  form  entries  are  required. 


Note:  If  the  required  growth  form  is  not  listed,  a new  record  will  have  to  be  added  to  the  ‘Growth 
Forms’  table.  See  Chapter  7 (p.  103). 


Click  on 


to  return  to  the  Specimens  data  entry  form. 
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Flower  colours  Accesses  the  Flower  Colours  sub-form  (Fig.  55)  for  recording  one  or  more  flower 
,,;.TT;^FTT;,vl  colour(s).  If  the  plant  has  more  than  one  flower  colour,  e.g.  red  with  yellow  streaks, 
then  both  red  and  yellow  should  be  recorded  individually,  and  ordered  according  to  dominance. 


Fig.  55.  Flower  Colours  sub-form. 


Specimens:  Flower  Colours  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 


Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  an  alphabetical  list  of  colour  options. 
Click  on  the  appropriate  colour  to  insert  it  into  the  Colour  field. 


Note:  If  the  required  flower  colour  is  not  listed,  a new  flower  colour  record  will  have  to  be  added  to 
the  ‘Colours’  table.  See  Chapter  7 (p.  98). 


Order  of  dominance 

Used  to  weigh  the  flower  colour  in  terms  of  colour  dominance.  If  the  flower  colour  is  yellow  and 
green  and  these  colours  are  equally  dominant,  each  colour  (record)  will  have  an  Order  of  domi- 
nance value  of  1.  If  the  flower  colour  is  predominantly  yellow  with  green  streaks,  then  yellow  will 
have  an  Order  of  dominance  value  of  1 and  green  a value  of  2. 


Note:  Enter  the  flower  colour  recorded  by  the  collector,  and  not  the  colour  of  flower(s)  on  the  pressed 
specimen,  as  this  may  fade  from  drying  and  pressing. 


Click  on to  create  a new  record  if  multiple  flower  colour  entries  are  required. 


Click  on 


to  return  to  the  Specimens  data  entry  form. 
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Fruit  colours  Accesses  the  Fruit  Colours  sub-form  (Fig.  56)  for  recording  one  or  more  fruit 

colour(s).  If  the  plant  has  more  than  one  fruit  colour,  e.g.  red  with  yellow  streaks, 
then  both  red  and  yellow  should  be  recorded  individually,  and  ordered  according  to  dominance. 


Fig.  56.  Fruit  Colours  sub-form. 


Specimens:  Fruit  Colours  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 


Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  an  alphabetical  list  of  colour  options. 
Click  on  the  appropriate  colour  to  insert  it  into  the  Colour  field. 


Note:  If  the  required  fruit  colour  is  not  listed,  a new  fruit  colour  record  will  have  to  be  added  to  the 

‘Colours’  able.  See  Chapter  7 (p.  98). 




Order  of  dominance 

Used  to  weigh  the  fruit  colour  in  terms  of  colour  dominance.  If  the  fruit  colour  is  described  as 
yellow  and  green  (i.e.  equally  weighted),  each  colour  record  would  have  an  Order  of  dominance 
value  of  1.  If  the  fruit  colour  is  yellow  with  green  streaks,  the  order  value  for  yellow  is  1,  and  for 
green  2. 


Note:  Enter  the  fruit  colour  recorded  by  the  collector,  and  not  from  the  fruit  on  the  pressed  specimen, 
as  these  may  fade  from  drying  and  pressing. 


Click  on  . 

+ 

Click  on 

Pj 

to  create  a new  record  if  multiple  fruit  colour  entries  are  required. 


to  return  to  the  Specimens  data  entry  form. 
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Notes 

Used  to  store  all  information  not  processed  on  the  Specimen  ID,  Collector's  and  Locality  pages  of 
the  Specimens  data  entry  form  (plant  name,  collector's  name(s)  and  locality).  All  other  informa- 
tion should  be  entered  in  the  Notes  field  even  if  this  is  duplicated  in  the  various  coded  fields  e.g. 
altitude,  aspect,  substrate,  soil  type,  vegetation,  etc. 

Notes  ‘Flag’  fields 

Used  to  flag  the  presence  of  specific  information  in  the  Notes  field,  so  that  these  records  can  be 
easily  and  quickly  accessed  at  a later  stage.  This  is  done  by  double  clicking  the  appropriate  'Flag' 
field  to  insert  an  'X",  e.g.  recording  an  'X'  in  the  Util  'Flag'  field  indicates  that  information  about 
the  utilisation  of  the  plant  is  documented  in  the  Notes  field. 

• Morphol  (Morphology) — any  details  of  the  plant's  appearance 

• Ecol  (Ecology) — any  habitat  details  not  entered  in  the  coded  habitat  fields 

• Comm  name  (Common  name) — vernacular  name 

• Util  (Utilisation) — any  reference  to  the  utilisation  of  the  plant  (e.g.  medicinal,  building,  food, 
etc.) 

• Toxicity — any  reference  to  whether  the  plant  is  poisonous 

• Repro  biol  (Reproductive  biology) — any  reference  to  pollination,  pollinators,  etc. 

• Hort  (Horticulture) — any  reference  to  the  cultivation  and/or  propagation  of  the  plant 

• Aroma — any  reference  to  the  odour,  fragrance,  and/or  aroma  of  plant  parts 

• Undesirablility — any  reference  to  the  plant  being  weedy,  invasive,  harmful,  etc. 

Complex  habitat  information 

It  is  not  possible  to  include  any  qualifying  statements  e.g.  'red',  sandy  soil,  or  recently  burnt  '6 
months  ago',  in  the  coded  habitat  fields.  In  the  above  example,  a full  description  of  the  soil  should 
be  included  in  the  Notes  field,  and  the  Ecol  'Flag'  field  (below  the  notes  field)  marked  with  an  'X'. 


4.6  Specimens:  Other  page 


PETEI 


Fig.  57.  Specimens  data  entry  form:  Other  page. 
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Specimen  status: 

Refers  to  the  state  of  completion  of  the  various  stages  in  the  specimen  accessioning  process. 

Checked 

Indicates  whether  the  specimen  data  has  been  checked  and  corrected.  Enter  'Y'  (Yes)  or  'N'  (No). 


Special  Collections 


Accesses  the  Special  Collections  sub-form  (Fig.  58),  used  to  link 
specimens  collected  as  part  of  a specific  expedition;  a series  of  collect- 
ing trips  to  a specific  location  or  focusing  on  a specific  plant  group  e.g.  medicinal,  cultivated  or 
poisonous  plants. 


Fig.  58.  Special  Collections  sub-form. 


Specimens:  Special  Collections  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on 


Special  Collection 

Click  on  the  down  arrow  to  the  right  of  the  Special  Collection  field  for  an  alphabetical  list  of  op- 
tions. Click  on  the  required  option  to  insert  it  into  this  field. 


Note:  If  the  required  special  collection  type  is  not  listed,  a new  special  collection  type  record  will  have 
to  be  added  to  the  ‘Special  Collections’  table.  See  Chapter  7 (p.  I 1 3). 


Click  on  to  create  a new  record  if  multiple  special  collection  entries  are  required. 


Click  on 


to  return  to  the  Specimens  data  entry  form. 
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I Accesses  the  Voucher  for:  sub-form  (Fig.  59),  used  to  reference  the  use 
J of  the  specimen  as  a voucher  for  other  scientific  studies. 


Fig.  59.  Voucher  for:  sub-form. 


Specimens:  Voucher  for:  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 

Voucher  for: 

Records  in  what  discipline  (e.g.  ecology,  cytology)  or  for  what  purpose  (e.g.  photography)  the 
specimen  or  part  thereof  has  been  used.  Click  on  the  down  arrow  to  the  right  of  the  field  for  an 
alphabetical  list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Voucher  for:  field. 


Click  on  ^ 


to  return  to  the  Specimens  data  entry  form. 


Duplicate  Distrihrihutum 


Accesses  the  Duplicate  Distribution  sub-form  (Fig.  60),  which  is  used 
to  record  the  distribution  of  duplicate  specimens  to  other  herbaria. 
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Fig.  60.  Duplicate  Distribution  sub-form. 


Specimens:  Duplicate  Distribution  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on  . 

Herbarium  code 

Stores  the  acronym  of  the  herbarium  (e.g.  WIND  for  National  Herbarium  of  Namibia)  to  which 
a duplicate  of  the  specimen  has  been  sent.  Click  on  the  "Search  for  Herbarium"  button  to  access 
the  search  prompt.  Enter  the  first  3-4  letters  of  the  herbarium  name  (or  any  other  search  string 
e.g.  the  town  or  country  name)  and  select  'GO'  to  display  a list  of  herbaria  containing  the  search 
string.  Click  on  the  line  containing  the  relevant  herbarium  name  to  insert  it  into  the  Herbarium 

jn+  > 

to  store  the  herbarium  code.  Click  on  I to  close  the  sub-form.  Then  double 
click  in  the  Herbarium  code  field  to  insert  the  herbarium  code. 


field. 
Click  on 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
‘Herbaria’  table.  See  Chapter  7 (p.  105). 


Click  on  * to  create  a new  record  if  multiple  duplicate  distribution  entries  are  required. 
Click  on  ^ 1 to  return  to  the  Specimens  data  entry  form. 


J 


Type  specimen  of: 


Accesses  the  Type  Specimen  of:  sub-form  (Fig.  61),  used  to  indicate  the 
plant  name(s)  for  which  the  specimen  is  a type. 
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Fig.  6 1 . Type  Specimen  of:  sub-form. 


Specimens:  Type  Specimen  of  sub-form 

Computer  Accession  String  (CAS) 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  inserted  when  a 
new  record  is  created  by  clicking  on 

Type  specification 

Indicates  the  type  status  of  the  specimen,  e.g.  holotype,  syntype,  isotype,  neotype,  etc.  Click  on  the 
down  arrow  to  the  right  of  the  field  for  an  alphabetical  list  of  options.  Click  on  the  required  option 
to  insert  it  into  the  Type  specification  field. 


Type  of:  Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  If  the  required  genus  name  is  not  immedi- 
ately visible,  use  the  scroll  bar  to  search  for  the  name.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  ‘Genera’  table. 

See  Chapter  7 (p.  102). 

i . n i 

Type  of:  Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  at  the  right  end 
of  the  Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary,  use 
the  scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Spe- 
cies field. 


Note:  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  ‘Species’  table. 
See  Chapter  7 (p.  I 1 4). 

..riiumii  "" ■ ■ 


J 


If  the  name  of  the  type  is  the  same  as  the  name  assigned  to  the  specimen,  click  on 
the  current  specimen  name  into  the  appropriate  fields. 

__  to  create  a new  record  if  multiple  type  name  entries  are  required. 

to  return  to  the  Specimens  data  entry  form. 

Click  on  ^ to  return  to  the  Specimens  Database  menu. 


Click  on 
Click  on 


'si  • 

v to  insert 
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Reports 


Reports 


Accesses  the  Reports  menu  (Fig.  62),  listing  the  report  options  currently 
supported  by  the  system.  Click  on  the  required  option  to  select  it. 


Reports 


Mappit  Output 


Not  Checked 


Specimen  Details 


Species  per  Region 


Accession  Register 


Species  per  Grid 


Species  List 


Special/API  Reports 


Fig.  62.  Reports  menu. 

Reports  menu 


5.1  Mappit  Output 


Mappit  Output 


Accesses  the  Output  for  Mappit  form  (Fig.  63).  This  runs  a report  to  gener- 
ate a list  of  grid  references  for  a selected  family,  genus,  or  species.  Grid 
references  (e.g.  2123AC)  are  then  written  to  a file  from  which  they  may  be  imported  into  Mappit  (a 
geographical  mapping  system)  or  printed  in  the  form  of  a list  of  grid  references,  or  both  written  to 
file  and  printed  as  a list. 


Fig.  63.  Output  for  Mappit  form. 
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Output  for  MAPP1T  form 

Directory 

Enter  the  name  of  the  directory  to  which  the  grid  reference  file  must  be  written.  The  default  direc- 
tory is  C:\MAPFILES. 


Note:  If  the  grid  reference  file  is  to  be  written  to  a directory  other  than  the  default  directory,  ensure 
that  this  directory  has  been  created,  i.e.  ensure  that  the  path  is  valid. 


J 


File  name 

Enter  a name  for  the  grid  reference  file.  The  recommended  format  is  to  use  the  first  three  letters 
of  the  genus  name  followed  by  the  first  five  letters  of  the  species  name,  with  'prfif  as  the  extension. 
For  example,  the  file  name  of  Celtis  africana  would  be  celafric.pnt. 

Family 

Enter  this  field  if  distribution  records  for  the  entire  family  are  required.  To  enter  the  family  name, 
either  click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the 
family  name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters 
entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field.  Leave 
the  Genus  and  Species  fields  blank. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field.  If  grids  are  required  for  the  genus  only,  leave  the  Species  and  Family  fields 
blank. 

Species 

To  enter  the  taxon  (species  or  infraspecific)  name,  click  on  the  down  arrow  at  the  right  end  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genera  will  appear.  If  necessary,  use  the 
scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Species 
field. 

Choice  section 


-Choice  — — — — — 

f"  Write  grids  to  a file 

f”  Print  list  of  grids 

r Write  to  file  AND  print  out 


Write  grids  t©  a file 

Grids  are  written  to  the  file  specified  above  under  File  name,  in  the  directory  selected  above  under 
Directory. 

Print  list  of  grids 

Grids  are  printed  out  as  a list,  rather  than  written  to  a file.  Fig.  64  illustrates  the  format  of  such  a 
list. 

Write  to  file  AND  print  out 

Grids  are  written  to  the  file  specified  above  in  the  File  name  field  and  in  the  directory  (folder) 
specified  in  the  Directory  field,  and  printed  out  as  a list. 
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Fig.  64.  Format  of  output  from  'Print  list  of  grids’  Mappit  Report  option. 


Author  citation 
Include  authors 

C Omit  authors 


Allows  users  to  select  whether  plant  names  should  include  author 
citations  or  not.  Click  in  the  appropriate  field  to  tag  the  required 
option. 


Click  on 


Click  on 


Click  on 


to  process  the  report, 
to  return  to  the  Reports  menu, 
to  return  to  the  Specimen  Database  menu. 


5.2  No  Grids 


Accesses  the  Specimens  without  Grids  form  (Fig.  65).  This  runs  a report  to 
generate  a list  of  specimens  which  do  not  have  a grid  reference.  If  possible, 
grid  references  may  then  be  allocated  to  these  specimens.  The  user  selects  the  specific  specimens 
and  specifies  whether  the  specimens  must  have  a collection  locality,  no  locality,  or  whether  they 
can  be  with  or  without  a locality. 


No  Grids 
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Specimens  without  Grids 


Please  select: 


Herbarium  Number  (first)  Number  (last) 

cas  2sr  to 


OR 


Choice 

c ALL  records 


OR 

Family 


OR 

Genus 

Species 

(optional) 

OR 

Collector 


3 

1 


1 


Range 

I c With  no  locality 
« With  a locality 
c Both 

3 


Fig.  65.  Specimens  without  Grids  form 


Specimens  without  Grids  form 


CAS  (Computer  Accession  String) 

Enter  the  CAS  herbarium  code,  together  with  the  first  and  last  CAS  numbers  where  a range  of 
specimens  is  to  be  included  in  the  output,  e.g.  PRE  456A.1  to  462.1.  Leave  the  rest  of  the  fields 
blank. 


Family 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  family.  To  enter  the  family  name, 
either  click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters 
of  the  family  name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting 
with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Family  field.  Leave  the  rest  of  the  fields  blank. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field.  If  specimens  without  grids  are  required  for  the  genus  only,  leave  the  Family, 
Species  and  Collectors  fields  blank.  Where  the  output  is  to  be  restricted  to  a single  species,  enter 
both  the  genus  and  species  names  without  the  family  name  (see  Species  below). 

Species 

Enter  this  field,  together  with  the  Genus  field,  if  the  output  is  to  be  restricted  to  a single  species. 

To  enter  the  taxon  (species  or  infraspecific)  name,  click  on  the  down  arrow  at  the  right  end  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genera  will  appear.  If  necessary,  use  the 
scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Species 
field. 


Collector 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  collector.  To  enter  the  collector's  name, 
either  click  in  the  Collector  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the 
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collectors  name.  An  alphabetical  list  of  collectors  will  appear  and  the  first  collector's  name  starting 
with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Col- 
lector field.  Leave  the  rest  of  the  fields  blank. 

Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option. 


Click  on 
Click  on 
Click  on 


to  process  the  report, 
to  return  to  the  Reports  menu, 
to  return  to  the  Specimen  Database  menu. 


5.3  Not  Checked 


Not  Checked 


Accesses  the  New  Specimens  not  checked  form  (Fig.  66).  This  runs  a report 
to  generate  a list  of  all  specimens  in  a batch,  which  have  not  been  checked 
(not  flagged  as  having  undergone  quality  control).  These  lists  may  then  be  printed  and  used  to 
check  the  accuracy  of  encoded  information  in  the  database  against  the  original  collector's  labels. 


New  Specimens  not  checked 


Please  select: 


Batch 


Number  (first)  Number  (last) 


to 


OR 


Choice 

ALL  records 


Family 


OR 


OR 

Genus 

Species 

(optional) 


3 


OR 

Collector 


3 


Fig.  66.  New  Specimens  not  checked  form. 
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New  Specimens  not  checked  form 

Batch 

Enter  the  first  and  last  batch  numbers  representing  the  range  of  batches  to  be  included  in  the  out- 
put. Where  only  a single  batch  is  required,  enter  the  batch  number  in  both  number  fields.  Leave 
the  rest  of  the  fields  blank. 

Family 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  family.  To  enter  the  family  name,  either 
click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  family 
name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field.  Leave  the 
rest  of  the  fields  blank. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field.  If  the  specimens  not  checked  are  required  for  the  genus  only,  leave  the  rest  of  the 
fields  blank.  Where  the  output  is  to  be  restricted  to  a single  species,  enter  both  the  genus  and  spe- 
cies names  without  the  family  name  (see  Species  below). 

Species 

Enter  this  field,  together  with  the  Genus  field,  if  the  output  is  to  be  restricted  to  a single  species. 

To  enter  the  taxon  (species  or  infraspecific)  name,  click  on  the  down  arrow  at  the  right  end  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genera  will  appear.  If  necessary,  use  the 
scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Species 
field. 

Collector 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  collector.  To  enter  the  collector's 
name,  either  click  in  the  Collector  field  or  on  the  associated  down  arrow.  Enter  the  first 
3-4  letters  of  the  collector's  name.  An  alphabetical  list  of  collectors  will  appear  and  the 
first  collector's  name  starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the 
required  name  to  insert  it  into  the  Collector  field.  Leave  the  rest  of  the  fields  blank. 


Click  on 
Click  on 
Click  on 


to  process  the  report. 

to  return  to  the  Reports  menu. 

to  return  to  the  Specimen  Database  menu. 


5.4  Specimen  Details 


Specimen  Details 


Accesses  the  Specimen  Details  form  (Fig.  67).  This  form  produces  a report 
providing  specimen  details  for  a range  of  CAS  numbers  or  for  selected 


taxa  (family,  genus  and  species)  and/or  collectors. 


CHAPTER  5 


78 


Specimen  Details 


Please  fill  in 

Herbarium  Number  (first) 

CAS  I 


Number  (last) 


Family 

Genus 

Species 


OR 


Grid  ref 


OR 


“3 


Multiple  collectors 


To  restrict  collector's  specimens  to  a 
single  genus,  select  genus  above  as  well 


Choice 

<"  Single  taxon 
Genus 
r Family 
r CAS  range 

Order  by: 

I « CAS  number 
r Genus/species 


1 


f Collector 
<"  Collector/genus 
Grid 


c Coll.spmn  no 


Fig.  67.  Specimen  Details  form. 


Specimen  Details  form 

Choice  section 

Select  the  criterion  to  be  used  to  print  specimen  details  from  the  available  options  discussed  be- 
low. 

Single  Taxon 

Where  the  output  is  to  be  restricted  to  a single  taxon,  enter  both  the  genus  and  species  names 
without  the  family  name  (See  Genus  below).  To  enter  the  taxon  (species  or  infraspecific)  name, 
click  on  the  down  arrow  at  the  right  end  of  the  Species  field.  An  alphabetical  list  of  taxa  in  the 
selected  genera  will  appear.  If  necessary,  use  the  scroll  bar  to  find  the  appropriate  taxon.  Click  on 
the  required  name  to  insert  it  into  the  Species  field.  Click  in  the  Single  Taxon  field  in  the  Choice 
section  to  tag  it. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field.  Leave  the  rest  of  the  fields  blank.  Click  in  the  Genus  field  in  the  Choice  section  to 
tag  it. 

Family 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  family.  To  enter  the  family  name,  either 
click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  family 
name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field.  Leave  the 
rest  of  the  fields  blank.  Click  in  the  Family  field  in  the  Choice  section  to  tag  it. 
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CAS  number  range 

Enter  the  CAS  herbarium  code,  together  with  the  first  and  last  CAS  numbers  where  a range  of 
specimens  is  to  be  included  in  the  output,  e.g.  PRE  456A.1  to  462.1.  Leave  the  rest  of  the  fields 
blank.  Click  in  the  CAS  number  range  field  in  the  Choice  section  to  tag  it. 

Collector 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  collector.  To  enter  the  collector's  name, 
either  click  in  the  Collector  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the 
collector's  name.  An  alphabetical  list  of  collectors  will  appear  and  the  first  collector's  name  start- 
ing with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the 
Collector  field.  Leave  the  rest  of  the  fields  blank.  Click  in  the  Collector  field  in  the  Choice  section 
to  tag  it. 

Click  on  Multiple  collectors | ^ a combination  of  collectors  is  required  - a maximum  of  four  col- 

lectors can  be  used. 


Note:  Details  of  specimens  collected  by  the  selected  collector  with  one  or  more  joint  collectors  will 
also  be  printed. 


Collector/Genus 

Prints  specimen  details  for  all  specimens  in  a selected  genus  that  were  collected  by  a selected  col- 
lector. Begin  typing  the  genus  name  in  the  Genus  field,  until  the  required  genus  name  appears. 
Repeat  this  procedure  in  the  Collector  field,  until  the  required  collector's  name  appears.  Leave 
the  rest  of  the  fields  blank.  Click  in  the  Collector/Genus  field  in  the  Choice  section  to  tag  it. 

Grid  ref 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  grid  reference. 


Fig.  68.  Result  of  a report  used  to  generate  specimen  details  for  all  specimens  collected  by  a specific  collector.  See  Output 
annotation  below  for  additional  information. 


Output  annotation 

1.  CAS  (Herbarium,  Number,  Extension,  Sheet) 

2.  Collector/s 

3.  Collector's  number 

4.  Date  of  specimen  collection 

5.  Material  type 
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Output  annotation  (cont.) 

6.  Species  name  and  authority 

7.  Major  collection  locality 

8.  Grid  reference 

9.  Altitude 

10.  Precise  collection  locality 

1 1 . Growth  form 

12.  Habitat 

13.  Flowering  status 


Note:  The  report  output  format  for  all  reports  selected  from  the  Choice  section  is  similar  to  Fig.  68 
above. 


Click  on 
Click  on 
Click  on 


to  process  the  report. 

to  return  to  the  Reports  menu. 

to  return  to  the  Specimen  Database  menu. 


5.5  Species  per  Region 

Accesses  the  Species  per  Region  form  (Fig.  69).  This  runs  a report  to  gener- 
ate a checklist  of  taxa  within  a specific  region. 


Species  per  Region 


Please  fill  in: 


Report  title 


Directory  \MAPFILES 


File  name 
Region 


Species  per  Region 


Family 


Restrict  to  (optional): 


13 


Genus 


1 


Species  (optional) 


1 


rChoice — 

(•  Print 

C Write  to  file 

f~  Write  to  file  AND  print  out 


1 


-Detail 

{•  Plant  names  only 

Plant  names  and  collectors 
C Plant  names,  collectors  arid  localities 


Fig.  69.  Species  per  Region  form. 
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Species  per  Region  form 

Report  title 

Enter  the  title  to  appear  at  the  top  of  the  report. 

Directory 

Enter  the  name  of  the  directory  to  which  the  output  file  must  be  written.  The  default  directory  is 
C:\MAPFILES. 


Note:  If  the  output  file  is  to  be  written  to  a directory  other  than  the  default  directory,  ensure  that  this 
directory  has  been  created,  i.e.  ensure  that  the  path  is  valid. 


File  name 

Enter  a name  for  the  output  file. 

Region 

To  enter  the  region  name,  either  click  in  the  Region  field  or  on  the  associated  down  arrow.  En- 
ter the  first  3-4  letters  of  the  region  name.  An  alphabetical  list  of  regions  will  appear  and  the  first 
region  starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it 
into  the  Region  field. 

Restrict  to  (Optional):  Family 

Enter  this  field  if  the  output  should  be  restricted  to  a single  family.  To  enter  the  family  name,  either 
click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  family 
name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field. 

Restrict  to  (Optional):  Genus 

Enter  this  field  if  the  output  should  be  restricted  to  a single  genus.  To  enter  the  genus  name,  either 
click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  genus 
name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Genus  field. 

Restrict  to  (Optional):  Species 

Enter  this  field,  together  with  the  Genus  field,  if  the  output  should  be  restricted  to  a single  spe- 
cies. To  enter  the  taxon  (species  or  infraspecific)  name,  click  on  the  down  arrow  at  the  right  end  of 
the  Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genera  will  appear.  If  necessary,  use 
the  scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Spe- 
cies field. 

Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option. 


Click  on 
Click  on 
Click  on 


to  process  the  report. 

button  to  return  to  the  Reports  menu. 

to  return  to  the  Specimen  Database  menu. 
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5.6  Accession  Register 


Accession  Register  Accesses  the  Accession  Register  form  (Fig.  /0).  This  runs  a report  that  gener- 
- ates  a printed  register  of  specimens  accessioned  into  the  herbarium.  The  reg- 


ister includes  the  CAS  number  (Herbarium  number),  entry  date,  plant  name,  collector,  collector's 
specimen  number,  collection  date,  locality  keywords  and  province. 


Accession  Register 


Please  fill  in: 


Herbarium  Number  (first)  Number  (last) 

CAS  ftJZL  to 


Date 

2005/05/25 


Locality 

ff  Use  locality  field 
c Use  locality  keywords 


Fig.  70.  Accession  Register  form. 


Accession  Register  form 

CAS 

The  herbarium  code  of  current  herbarium  is  automatically  inserted  by  the  system. 
Number  (first) 

Enter  the  first  CAS  number  of  the  range  of  specimens  to  be  included  in  the  report. 

Number  (last) 

Enter  the  last  CAS  number  of  the  range  of  specimens  to  be  included  in  the  report. 

Date 

The  date  the  report  was  generated  is  automatically  inserted  by  the  system. 

Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option 


Click  on 
Click  on 
Click  on 


to  process  the  report, 
to  return  to  the  Reports  menu, 
to  return  to  the  Specimen  Database  menu. 
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5.7  Species  per  Grid 


Species  per  Grid 


Accesses  Species  per  Grid  form  (Fig.  71).  This  runs  a report  to  generate  a 
checklist  of  plant  species  collected  within  a specific  grid. 


Fig.  7 1 . Species  per  Grid  form. 


Species  per  Grid  form 

Directory 

Enter  the  name  of  the  directory  to  which  the  output  file  must  be  written.  The  default  directory  is 
C:\. 


Note:  If  the  output  file  is  to  be  written  to  a directory  other  than  the  default  directory,  ensure  that  this 
directory  has  been  created,  i.e.  ensure  that  the  path  is  valid. 


J 


File  name 

Enter  a name  for  the  output  file.  The  recommended  format  is  to  use  the  Grid  reference  with  'txt'  as 
the  extension.  For  example,  the  file  name  of  2528AC  would  be  2528AC.txt. 

Grid  ref 

Enter  a grid  reference  (14,  Vz  or  full  degree,  i.e.  2631DA,  2631 D or  2631)  for  which  a species  list  is  to 
be  generated. 

Optional:  Family 

Enter  this  field  if  the  output  should  be  restricted  to  a single  family.  To  enter  the  family  name,  either 
click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  family 
name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field. 
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Optional;  Genus 

Enter  this  field  if  the  output  should  be  restricted  to  a single  genus.  To  enter  the  genus  name,  either 
click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  genus 
name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Genus  field. 

► il 

Click  on  

Click  on  ^ 


Click  on 


to  process  the  report. 

to  return  to  the  Reports  menu. 

to  return  to  the  Specimen  Database  menu. 


5.8  Species  List 


Accesses  the  Species  List  form  (Fig.  72).  This  report  generates  a list  of 
species  within  a specific  taxon,  namely  family  and  genus.  The  option  also  ex- 
ists to  extract  a list  of  synonyms  for  a single  species. 


Species  List 


Fig.  72.  Species  List  form. 
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Species  List  form 

Family 

Enter  this  field  if  the  output  is  to  be  restricted  to  a single  family.  To  enter  the  family  name,  either 
click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter  the  first  3-4  letters  of  the  family 
name.  An  alphabetical  list  of  families  will  appear  and  the  first  family  starting  with  the  letters  en- 
tered, will  be  highlighted.  Click  on  the  required  name  to  insert  it  into  the  Family  field.  Leave  the 
Genus  and  Species  fields  blank. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field.  Where  the  output  is  to  be  restricted  to  a single  species,  enter  both  the  genus  and 
species  names  without  the  family  name  (see  Species  below). 

Species 

To  enter  the  taxon  (species  or  infraspecific)  name,  click  on  the  down  arrow  at  the  right  end  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genera  will  appear.  If  necessary,  use  the 
scroll  bar  to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  Species 
field. 

Directory 

Enter  the  name  of  the  directory  to  which  the  output  file  must  be  written.  The  default  directory  is 
C:\. 


Note:  If  the  output  file  is  to  be  written  to  a directory  other  than  the  default  directory,  ensure  that  this 
directory  has  been  created,  i.e.  ensure  that  the  path  is  valid. 


J 


File  name 

Enter  a name  for  the  output  file. 

Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option 


Click  on 
Click  on 
Click  on 


to  process  the  report, 
to  return  to  the  Reports  menu. 

to  cancel  the  selection  and  return  to  the  Specimen  Database  menu. 


5.9  Special/API  Reports 


Accesses  the  API  Reports  form  (Fig.  73).  This  report  is  used  to  select  the 
type  of  API  Report  needed. 


Special/API  Reports 


CHAPTER  5 


86 


A P I Reports 


List  Barcodes 


XML  Output 


Fig.  73.  API  Reports  form. 


List  Barcodes 


Accesses  the  List  BarCodes  for  Printing  form  (Fig.  74). 


Please  select: 


List  BarCodes  for  Printing 


All  records 


Type  specimens  only 


Fig.  74.  List  Barcodes  for  Printing  form. 
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List  Barcodes  for  Printing  form 

Family 

To  enter  the  family  name,  either  click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  family  name.  An  alphabetical  list  of  families  will  appear  and  the  first  fam- 
ily starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Family  field. 

Genus 

To  enter  the  genus  name,  either  click  in  the  Genus  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus 
starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Genus  field. 

Batch  no 

Enter  batch  number. 

Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option 


Click 


to  process  the  report. 


Click 


to  return  to  the  API  Reports  menu. 


XML  Output 


Accesses  the  XML  output  form  (Fig.  75). 


m 


XML  output 

Herbarium  code  Contact  person 

Specimens  are: 

a Types 

Herbarium 


Folder  (full  path) 
2.  _ 


File  name: 
|Typesnnnxml 


1.  Make  sure  your  herbarium  code  and  detajls  are  correct,  as  well  as  the  contact  person's  name. 

2.  Enter  the  directory/folder  (include  full  drive  and  path)  where  the  .tit  files  to  be  processed  are  to  be  found. 

3.  Click  the  Output  button:  if  all  the  file  name  barcodes  are  found  the  tile  will  be  written  to  the  same  folder 


Output 


Fig.  75.  XML  output  form. 
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XML  Output  form 

Herbarium  code  and  name 

Enter  the  correct  Herbarium  code  and  name. 

Contact  person 

Enter  the  appropriate  name. 

Folder 

Enter  the  directory  and  folder  name  to  which  the  output  file  must  be  written. 


Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option 


Click 


Output 


to  process  the  report. 


Click 


to  return  to  the  API  Reports  menu. 


IMPORT/EXPORT 
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Import/Export 


Import  I Export  Accesses  the  Import/Export  menu  (Fig.  76),  used  to  transfer  specimen 

information  between  databases.  Two  protocols  are  used  - PRECIS  (Pretoria 

Computerized  Information  System)  and  Hispid  3 (Herbarium  Information  Standards  and  Protocols 
for  Interchange  of  Data).  PRECIS  is  an  in-house  protocol  developed  specifically  to  go  with  this 
database.  Hispid  is  an  international  accession-based  interchanged  standard  for  the  interchange  of 
electronic  herbarium  information. 


Fig.  76.  Import/Export  menu. 


6.1  PRECIS 


This  protocol  allows  information  for  existing  specimens  to  be  captured  on  a second  separate  com- 
puter and  moved  (exported  and  then  imported)  via  files  to  the  main  computer  (See  Fig.  77).  The 
information  can  then  be  incorporated  into  the  main  (existing)  Specimen  table,  where  CAS  values 
are  assigned.  Click  on  the  appropriate  option  to  import  or  export  as  required. 


Fig.  77.  Precis  Import/Export  menu. 
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Import  batch  of  specimens  from  file 

Sdl  Used  to  import  (copy)  a batch  of  specimens  from  a file(s).  When  the  Input/Output  drive 

J prompt:  'Please  indicate  input  drive/directory'  is  displayed,  enter  the  appropriate  drive 

(e.g.  'A:'.  'B:',  'D:'),  and  select  'OK'.  If  the  batch  is  successfully  imported,  the  message  'OK,  batch  x 
imported'  appears.  Select  'OK'  to  return  to  the  PRECIS  Import/Export  menu. 


Export  batch  of  new  specimens  to  file 

Used  to  export  (copy)  a batch  of  specimen  records  stored  in  "New  Specimens"  to  a file 
(stiffy  or  Zip  drive).  When  the  Export  Batch  prompt:  'Batch  number  to  export?'  is  dis- 


!► 


played,  enter  the  required  batch  number  containing  the  specimens  to  be  exported,  and  click  'OK'. 
Next  the  Input/Output  drive  prompt:  'Please  indicate  output  drive/directory'  will  be  displayed. 
Enter  the  appropriate  drive  (e.g.  'A:'.  'B:',  'D:')  If  the  batch  is  successfully  exported,  the  message 
'OK,  batch  exported  to..'  will  appear.  Select  'OK'  to  return  to  the  PRECIS  Import/Export  menu. 


Click  on 


to  return  to  the  Specimen  Database  menu. 


6.2  HISPID  3 

Import  specimens  from  file 

pi  J Used  to  import  (copy)  specimens  records  from  a file.  When  the  'Input  file  name'  prompt  is 
L’  .1  displayed,  enter  the  appropriate  drive  (e.g.  'A:'.  'B:',  'D:'),  followed  by  the  file  name  (includ- 
ing file  extension)  and  select  'OK'.  A Hispid3  specimen  input  form  appears  where  the  sender's  in- 
formation is  displayed.  To  continue,  click  the  Import  button.  If  the  batch  is  successfully  imported, 
the  message  'OK'  will  appear.  Select  'OK'  to  return  to  the  Hispid3  Import/Export  menu. 


Note:  If  the  following  error  message  appears,  the  database  already  contains  specimens  with  the  same  ac- 
cession numbers. 


Note:  If  the  following  error  message  appears,  it  is  because  an  error  file  with  the  displayed  name  already 
exists.  Change  the  name  of  the  existing  error  file  in  the  Hispid3  specimen  input  form. 


IMPORT/EXP* 
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Export  specimens  to  file 

Used  to  export  (copy)  specimens  to  a file  (stiffy  or  Zip  drive).  When  the  Specimen  output  in 
Hispid  format  form  is  displayed,  fill  in  the  three  pages  included  in  the  form,  namely: 

Page  1 - Sent  by; 

Page  2 - Details  of  file  to  be  sent; 

Page  3 - Record  selection. 


Note:  If  no  information  is  entered  on  page  2,  default  values  will  be  used. 


Click  on 


to  continue.  If  the  specimens  are  successfully  exported,  select  'OK'  to  return  to  the 


Hispid3  Import/Export  menu. 


Click  on 


to  return  to  the  Specimen  Database  menu. 
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Look-up  Tables 


Look  Up  Tables  Accesses  the  Look-Up  Tables  menu  (Fig.  78),  which  is  used  to  add  a new 
— record  to  a selected  table,  e.g.  to  add  a new  collector's  name  to  the  'Col- 

lectors' table,  or  a new  habitat  type  to  the  'Habitats'  table.  Look-Up  tables  are  data  dictionaries  or 
standardised  lists  of  variables,  e.g.  habitat  types,  that  can  be  accessed  from  the  various  database 
forms  and  sub-forms,  e.g.  the  Collectors  and  Habitats  forms  in  the  above  examples.  For  a list  of  all 
database  tables,  see  Appendix  3,  p.  150. 


Fig.  78.  Look-Up  Tables  menu. 

L@©k-up  Tables  menu 
7.1  Authors 

Autllors  1 Accesses  the  Authors  form  (Fig.  79),  for  adding  a new  author  record  into  the 
- - 'Authors'  table. 
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Fig.  79.  Authors  form. 


Authors  form 

Author  no 

Click  on  to  create  a new  record  with  the  next  available  author  number  inserted  automati- 
cally. 

Name 

Enter  the  author's  surname,  followed  by  a comma  and  the  author's  name/s,  e.g.  Smith,  Roger  Wes- 
sel. 

Taxonomic  abbreviation 

Refer  to  Authors  of  Plant  Names* 3  for  the  author  abbreviation.  If  the  author  is  not  listed  in  this  pub- 
lication, then  enter  the  initials  and  full  surname,  e.g.  R.S.  Woods. 

Publication  abbreviation 

Enter  the  author  abbreviation  used  in  publications.  This  is  usually  just  the  author's  surname. 


Note:  To  verify  that  the  new  author  name  is  not  already  listed  in  the  ‘Authors’  table,  use 
Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


3 Brummit  and  Powell  (1992) 
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7.2  Biotic  Effects 


Accesses  the  Biotic  Effects  form  (Fig.  80),  for  adding  a new  biotic  effect  record 
into  the  'Biotics'  table. 

[Biotic  effect  - the  effect  of  living  organisms  (e.g.  animals  or  man)  and  fire  on  the  vegetation] 


Biotic  Effects 


Number 

r~ 


Description 
abandoned  land 


Record  1 of  14 


Fig.  80.  Biotic  Effects  form. 


Biotic  Effects  form 

Number 

Click  on  to  create  a new  record  with  the  next  available  biotic  effects  number  inserted  auto- 

matically. 

Description 

Enter  the  new  biotic  effect  in  lower  case. 


Note:  To  verify  that  the  new  biotic  effect  is  not  already  listed  in  the  ‘Biotics’  table,  use  the 
Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.3  Collectors 


Collectors 


Accesses  the  Collectors  form  (Fig.  81),  for  adding  a new  collector  record  into 
the  'Collectors'  table. 


Fig.  8 1 . Collectors  form. 


Collectors  form 

Collector  no 

Click  on  to  create  a new  record  with  the  next  available  collector  number  inserted  automati- 

cally. 

Name 

Enter  the  new  collector's  name  in  the  following  sequence:  Surname,  comma,  space,  initial,  full 
stop  (initial,  full  stop  etc.)  e.g.  Derrick  William  Roberts  would  be:  Roberts,  D.W. 

Qualifier 

Enter  any  additional  information  for  duplicate  names. 


Note:  To  verify  that  the  new  collector  is  not  already  listed  in  the  ‘Collectors’  table,  use  the 
Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.4  Colours  (Flr/Frt) 


Colours  (Flr/Frt) 


Accesses  the  Colours  (Flower/Fruit)  form  (Fig.  82),  for  adding  a new  colour 
record  into  the  'Colours'  table. 


Record  1 of  69 


Colours  (Flowers  / Fruit) 


** 

# 

Fig.  82.  Colours  ( Flower/Fruit ) form. 


Colours  (Flower/Fruit)  form 

Number 

Click  on  to  create  a new  record  with  the  next  available  colour  number  inserted  automati- 

cally. 

Colour 

Enter  the  new  colour  in  lower  case. 

Note:  To  verify  that  the  new  colour  is  not  already  listed  in  the  ‘Colours’  table,  use  the 
Find  Button 


Click  on  ^ 


to  return  to  the  Look-Up  Tables  menu. 
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7.5  Det  Names 


Det  Names 


~ j Accesses  the  Det  Names  form  (Fig.  83),  for  adding  a new  determinavit  record 
' I into  the  'Dets'  table.  Currently,  it  is  possible  to  type  the  determinavit  name  into 


the  Det  field  on  the  New  Specimens  data  entry  form  or  by  recalling  it  from  the  look-up  table. 


Fig.  83.  Det  Names  form. 


Det  Names  form 

Number 

Click  on  T*  to  create  a new  empty  record. 

Det  code 

Enter  the  code  for  the  new  determinavit  name. 

Full  name  to  come  up  when  code  is  typed  in 

Enter  the  full  name  of  the  determinavit.  Enter  initial/s,  followed  by  surname. 


Note:  To  verify  that  the  new  Det  name  is  not  already  listed  in  the ‘Dets’  table,  use  the 
Find  Button 

■ ■■■  i .mini. hum  n wmnwmmwwm.i wmwmvmmmmm 


J 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.6  Exposure 


Exposure  Accesses  the  Exposure  form  (Fig.  84),  for  adding  a new  exposure  record 

into  the  'Exposure'  table. 

[Exposure  - extent  to  which  a plant  is  exposed  to  sun  and  shade] 


Description 
Ifull  sun 


Exposure 


#4 

# 

Record  1 of  10 


Fig.  84.  Exposure  form. 


Exposure  form 

Number 

Click  on  to  create  a new  record  with  the  next  available  exposure  number  inserted  automati- 

cally. 

Description 

Enter  the  new  exposure  in  lower  case. 


Note:  To  verify  that  the  new  exposure  is  not  already  listed  in  the  ‘Exposure’  table,  use  the 
Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


CHAPTER  7 


101 


7.7  Families 


Accesses  the  Families  form  (Fig.  85),  for  adding  a new  family  record  into  the  ' 
Families'  table. 


El 


- Inl  xi 


Families 


Number 


Name  (caps.) 

IUNKNOWN 


[Record  1 of  503 


Fig.  85.  Families  form. 


Families  form 

Family  no 

Click  on  to  create  a new  record  with  the  next  available  family  number  inserted  automati- 

cally. 

Name 

Enter  the  new  family  name  in  CAPITALS. 


Note:  To  verify  that  the  new  family  name  is  not  already  listed  in  the  ‘Family’  table,  use  the 
Find  Button 


J 


ClickTn 


to  return  to  the  Look-Up  Tables  menu. 
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7.8  Genera 


Genera 


Accesses  the  Genera  form  (Fig.  86),  for  adding  a new  genus  record  into  the 
'Genera'  table. 


Fig.  86.  Genera  form. 


Genera  form 

Genus  no 

Click  on  * to  create  a new  record  with  the  next  available  genus  number  inserted 
automatically. 


Note:  A temporary  number  above  20  000  will  be  allocated,  so  that  new  genera  added  locally  can  be  eas- 
ily identified  for  incorporation  as  part  of  the  main  numbering  system  at  a later  stage.  After  a new  genus 
number  has  been  automatically  allocated,  this  temporary  number  can  be  manually  replaced.  In  such  a case, 
all  related  records  will  be  updated  automatically. 

2 J 

Name 

Enter  the  new  genus  name,  starting  with  a capital  letter. 

Family 

Enter  the  first  few  letters  of  the  family  corresponding  to  the  new  genus.  The  required  family 
should  appear. 


Note:  If  the  family  has  also  been  newly  described,  a new  family  record  will  have  to  be  added  to  the  Fami- 
lies table.  See  Chapter  7 (p.  101)  for  this  procedure. 
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Author  number 


To  find  the  required  author  name  number,  click  on 
prompt.  See  below  for  additional  information. 


| Author  Search 


to  access  the  Author  search 


and  abbreviation 

Automatically  inserted  once  the  author  number  has  been  selected  and  inserted. 


Searches  for  an  author  name.  Enter  the  first  3-4  letters  of  the  author's  surname 
to  access  a list  of  all  author  names  (combinations  included)  containing  the 
search  string.  Click  on  the  required  authority  to  insert  it  into  the  Author  search  field. 


Author  Search 


Click  on 


P 


to  return  to  the  Genera  form,  and  double  click  in  the  Author  no.  field  to  insert  the 


number.  The  author  abbreviation  is  then  automatically  inserted  in  the  abbreviation  field. 


Note:  I . If  the  authority  is  C.A.  Smith,  for  example,  do  not  include  the  initials  as  part  of  the  search 
string.  If  the  author  is  a combination,  e.g.  (Bolus)  Codd,  it  reduces  the  search  time  if  the 
search  string  ‘(Bof  is  entered. This  will  limit  the  search  to  all  combinations  starting  with  ‘(Bol\ 

2.  If  a mistake  is  made  when  typing  in  the  search  string,  click  on  the 
the  query. 

3.  If  the  required  author  is  not  listed,  a new  author  record  will  have  to  be  added  to  the 
‘Authors’  table.  See  p.  94  for  this  procedure. 


ft 


button  to  repeat 


J 


Click  on 


P 


to  return  to  the  Look-Up  Tables  menu. 


7.9  Growth  Forms 

Growth  Forms  Accesses  the  Growth  Forms  form  (Fig.  87),  for  adding  a new  growth  form 
n — n— ^ record  into  the  'Growth  Forms'  table. 

[Growth  forms  - the  characteristic  shape  or  appearance  of  a plant] 


Fig.  87.  Growth  Forms  form. 
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Growth  Forms  form 

Number 

+ 

Click  on  to  create  a new  record  with  the  next  available  growth  forms  number  inserted  auto- 

matically. 

Description 

Enter  the  new  growth  form  in  lower  case. 


Note:  To  verify  that  the  new  growth  form  is  not  already  listed  in  the  ‘Growth  Forms’  table, 
use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.1©  Habitats 

Habitats  Accesses  the  Habitats  form  (Fig.  88),  for  adding  a new  habitat  type  into  the 

'Habitats'  table. 

[Habitats  - The  specific  kind  of  environment  occupied  by  the  individuals  of  a species;  the  sum  total 
of  environmental  conditions  of  a specific  place  that  is  occupied  by  an  organism] 


Habitats 


Description 

mountain  peak 


1 | ! | | | | | | n 

|L* 

| - 1 ■"  | + "il 

Record  1 of  133 


Fig.  88.  Habitats  form. 


Habitats  form 

Number 

Click  on  * to  create  a new  record  with  the  next  available  habitat  number  inserted  automati- 
cally. 
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Description 

Enter  the  new  habitat  name  in  lower  case. 


Note:  To  verify  that  the  new  habitat  is  not  already  listed  in  the  ‘Habitats’  table, 
use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.S  I Herbaria 


Accesses  the  Herbaria  form  (Fig.  89),  for  adding  a new  herbarium  record  and 
its  corresponding  code  into  the  'Herbaria'  table. 


Fig.  89.  Herbaria  form. 


Herbaria  form 

Number 

Click  on  * create  a new  empty  record. 

Herbarium  code 

Enter  the  herbarium  code,  as  listed  in  Index  Herbariorum.  If  the  herbarium  being  added  is  not 
listed  in  this  publication,  assign  a six-letter  local  code  followed  by  a '$'  sign,  e.g.  LYNTON$.  The  '$' 
sign  indicates  a non-index  Herbariorum  code. 

Herbarium  name 

Enter  the  Herbarium  name,  including  additional  information  as  listed  in  Index  Herbariorum,  e.g. 
United  Arab  Emirates  Univ;  Dept,  of  Biology,  Abu  Dhabi 
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Internationa!  code 

If  the  code  assigned  is  a local  code  not  listed  in  Index  Herbariorum,  leave  this  field  blank.  Other- 
wise double  click  in  the  International  code  field  to  tag  it  with  an  'X'. 


Note:  To  verify  that  the  new  herbarium  is  not  already  listed  in  the ‘Herbaria’  table, 
use  the  Find  Button 


J 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.12  Lithology 


Accesses  the  Lithology  form  (Fig.  90),  for  adding  a new  lithology  into  the 
'Lithology'  table. 

[Lithology  - The  underlying  bedrock  below  soil,  often  protruding  in  places  as  boulders  or  rocky 
outcrops] 


Fig.  90.  Lithology  form. 


Lithology 


Lithology  form 

Number 

Click  on  to  create  a new  record  with  the  next  available  lithology  number  inserted  automati- 

cally. 

Description 

Enter  the  new  lithology  name  in  lower  case. 


Note:  To  verify  that  the  new  lithology  is  not  already  listed  in  the ‘Lithology’  table, 
use  the  Find  Button 
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Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.  S 3 Locality  Keywords 


Locality  Keywords 


Accesses  the  Locality  Keywords  form  (Fig.  91),  for  adding  a new  locality  key 
word  into  the  'Locality  Keywords'  table. 


Locality  Keywords 


Number 


Keyword 

[unknown 


Preferred  name 

[T  jUNKNOWN 


Search  for 
Preferred  Name 


|Record  1 of  1 9008 


A 


Fig.  9 1 . Locality  Keywords  form. 


Locality  Keywords  form 

•i  Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the 
Locality  Keywords  form. 


Number 

+ 

Click  on  to  create  a new  record  with  the  next  available  locality  keywords  number  inserted 

automatically. 


Keyword 

Enter  the  new  keyword  (in  upper  or  lower  case;  it  will  automatically  be  converted  to  uppercase 
when  it  is  saved). 


Preferred  name 

This  field  indicates  whether  the  new  keyword  is  an  alternative  spelling  or  name  for  a more  widely 
recognised  name  (e.g.  the  preferred  name  is  Mfolozi  River,  but  it  may  also  be  spelt  Umfolozi 
River).  The  default  value  is  the  number  and  name  of  the  new  keyword  entered. 


To  change  this  to  reflect  a preferred  name,  use 

See  Search  for  Preferred  Name  below. 


Search  for 
Preferred  Name 


to  search  for  the  preferred  name. 
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Search  for  Preferred  Name; 

Click  on  this  button  to  access  the  Preferred  Name  search  prompt.  Enter  the  first  3-4  letters  of  the 
preferred  name.  A list  of  all  preferred  keywords  starting  with  the  entered  string  will  appear.  Scroll 
down  to  find  the  required  keyword,  and  click  on  the  keyword  to  enter  it  into  the  Locality  key- 
word search  field. 


Click  on  ^ to  return  to  the  Locality  Keywords  form.  Double  click  in  the  Preferred  name  field 
to  insert  the  number  of  the  preferred  locality.  The  preferred  name  will  then  be  inserted  automati- 
cally. 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7. 14  Materials 


Materials 


Accesses  the  Materials  form  (Fig.  92),  for  adding  a new  material  type  record 


into  the  'Materials7  table. 


Materials 


Description 

iHerbarium  voucher 


1 1 1 1 1 1 1 1 1 to 

# 

1 " 1 “ 1 + 1 ~ 1 

Record  3 of  12 


Fig.  92.  Materials  form. 


Materials  form 

Click  on  * to  create  a new  empty  record. 

Code 

Enter  the  code  for  the  new  materials  name. 

Description 

Enter  the  new  material  type  starting  with  a capital  letter. 


Note:  To  verify  that  the  new  material  type  is  not  already  listed  in  the  ‘Materials’  table, 
use  the  Find  Button 


CHAPTER  7 


109 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.15  Moisture  Regimes 


Moisture  Regimes  Accesses  the  Moisture  Regimes  form  (Fig.  93),  for  adding  a new  moisture 

I regime  record  into  the  'Moistures'  table. 

[Moisture  regime  - the  amount  and  type  of  water  available  to  the  plant] 


Moisture  Regimes 


Number 

ID 


Description 

jwell-drained 


1 i I I I I I I ! J3 

m 

1 i 1 " 1 + 1"  | 

Record  1 of  15 


Fig.  93.  Moisture  Regimes  form. 


Moisture  Regimes  form 

Number 

Click  on  * to  create  a new  record  with  the  next  available  moisture  regime  number  inserted 
automatically. 

Description 

Enter  the  new  moisture  regime  name  in  lower  case. 


Note:  To  verify  that  the  new  moisture  regime  is  not  already  listed  in  the  ‘Moistures’  table, 
use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7. 1 6 Occurence 


Accesses  the  Occurrence  form  (Fig.  94),  for  adding  a new  occurrence  re- 
cord into  the  'Occurrence'  table. 

[Occurrence  - abundance  of  plant  at  site  of  collection] 


Occurrence 


Description 

rare 


Record  1 of  4 


Fig.  94.  Occurrence  form. 


BSE 


Occurrence 


# 

*1* 

Occurence  form 

Number 

Click  on  [ to  create  a new  record  with  the  next  available  occurrence  number  inserted  auto- 

matically. 

Description 

Enter  the  new  occurrence  name  in  lower  case. 


Note:  To  verify  that  the  new  occurence  is  not  already  listed  in  the ‘Occurence’  table, 
use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.17  Regions 


Regions 


Accesses  the  Regions  form  (Fig.  95),  for  adding  a new  region  record  and 
corresponding  territory  into  the  'Regions'  table.  The  system  that  is  used 


follows  the  World  Geographical  Scheme  for  Recording  Plant  Distributions4. 


4 Hollis  and  Brummitt  (1992) 
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Fig.  95.  Regions  form. 


Regions  form 

Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the 
Regions  sub-form,  and  rules  for  entry  of  a new  region  and  territory. 


Click  on  Tib  to  create  a new  empty  record. 

Code 

Enter  the  three-letter  code  corresponding  to  the  new  region,  obtained  from  the  World  Geographi- 
cal Scheme  for  Recording  Plant  Distributions4.  This  code  must  be  followed  by  a hyphen  and  "00"  for 
a country  (e.g.  Zimbabwe  = "ZIM-00").  Alternatively,  the  two-letter  code  for  a lower  level  locality 
(e.g.  province/district)  should  be  entered  (e.g.  Botswana  : Central  = "BOT-CN"). 

Name 

Enter  the  full  region  name. 

Territory 

Enter  the  territory  at  the  sub-continental  level,  e.g.  southern  Africa,  East  Tropical  Africa,  etc.  Click 
on  the  Territory  field  to  access  a search  prompt.  Entering,  'east',  for  example,  accesses  a list  of 
those  territories  containing  'east'  in  the  name.  Click  on  the  required  entry  to  insert  it  into  the  Ter- 
ritory field. 

Name  to  appear  on  herbarium  specimen  labels 

Enter  the  text  string  (expression)  as  you  want  it  to  appear  on  the  herbarium  label.  Where  Hollis 
and  Brummit  (1992)  give  the  region  name  as  "Cunene",  the  text  string  to  appear  on  the  label  might 
be  "Cunene,  Angola". 


Note:  If  a mistake  is  made  in  typing  the  search  string,  then  click  anywhere  on  the  form  outside  the 
Territory  field,  before  clicking  in  the  Territory  field  again  to  repeat  the  query. 


J 
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Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.18  Soil  Types 


Accesses  the  Soil  Types  form  (Fig.  96),  for  adding  a new  soil  type  record 
into  the  'Soil  Types'  table. 

(Soil  - the  layers  inhabited  by  the  root  systems  of  vegetation] 


Soil  Types 


Soil  Types 


Description 


to 

m 

ip-* 

Record  1 of  23 
Fig.  96.  Soil  Types  form. 


Soil  Types  form 

Number 

Click  on  to  create  a new  record  with  the  next  available  soil  type  number  inserted  automati- 

cally. 

Description 

Enter  the  new  soil  type  name  in  lower  case. 


Note:  To  verify  that  the  new  soil  type  is  not  already  listed  in  the ‘Soil  Types’  table, 
use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.19  Special  Collections 


Accesses  the  Special  Collections  form  (Fig.  97),  for  adding  a new  special 
collection  record  into  the  'Special  Collections'  table. 

A special  collection  is  a collection  of  specimens  collected  as  part  of  a specific  collecting  expedition 
e.g.  SABONET  Nyika  Expedition  2000  to  the  Nyika  plateau  in  Malawi,  or  the  collection  of  a specific 
group  of  plants  by  a specific  collector  e.g.  food  plants  specimens  collected  by  F.W.  Fox.  Sometimes 
these  collections  are  stored  separately  from  the  main  collection. 


Special  Collections 


Special  Collections 


Code  Name  lor  labels 

AEZ  Veg  survey 


Full  name  or  description 

|AEZ  Vegetation  survey 


1 1 1 1 1 1 1 1 1 

& 

i* 

” " 4 1 “ 1*  1 

Record  1 of  25 


Fig.  97.  Special  Collections  form. 


Special  Collections  form 


Click  on  to  create  a new  empty  record. 

Code 

Enter  the  code  for  the  new  special  collection. 

Name  for  labels 

Enter  the  new  special  collection  name,  starting  with  a capital  letter. 
Full  name  or  description 

Enter  the  full  name  or  description,  starting  with  a capital  letter. 


Note:  To  verify  that  the  new  special  collection  is  not  already  listed  in  the  ‘Special  Collections’ 
table,  use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.20  Species 


Accesses  the  Species  form  (Fig.  98),  for  adding  a new  taxon  record  into  the 
'Species'  table.  To  limit  the  records  to  those  within  the  genus  in  which  the 
new  taxon  has  been  placed,  the  search  prompt  "Enter  (first  part  of)  name"  appears.  Enter  the  first 
3-4  letter  of  the  genus  name.  An  alphabetical  list  of  genera  will  appear  and  the  first  genus  starting 
with  the  letters  entered,  will  be  highlighted.  If  the  required  genus  name  is  not  immediately  visible, 
use  the  scroll  bar  to  search  for  the  name.  Click  on  the  required  name  to  insert  it  into  the  Genus 
field. 


Species 


Click  on 


to  return  to  the  Species  form.  The  records  which  appear  are  for  the  species  within 


that  genus.  New  species  can  then  be  added. 


Fig.  98.  Species  form. 

Species  form 

Genus  no 

The  number  corresponding  to  the  genus  name  in  which  the  new  taxon  is  to  be  placed,  is  automati- 
cally inserted  once  the  required  genus  is  specified  by  the  user. 

and  name 

The  genus  in  which  the  new  taxon  entry  is  to  be  made  is  automatically  inserted  once  the  required 
genus  is  specified  by  the  user. 

Species  no  + 

The  next  available  number  is  automatically  assigned  once  is  clicked. 

Family 

The  family  in  which  the  genus  is  placed  is  automatically  inserted. 

Species  name 

Enter  the  new  species  name. 
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Note:  I . If  the  taxon  to  be  entered  is  a hybrid,  enter  the  full  name,  including  the  author/s,  into  the 

Species  name  field,  and  leave  the  remaining  fields  blank. 

2.  If  an  infraspecific  name  is  to  be  entered  (e.g.  a species  has  now  been  assigned  a new 

subspecies),  the  required  species  record  must  first  be  located.  If  there  are  only  a few  species 
records,  page  through  the  records  using  0 at  the  bottom  of  the  sub-form. 


Species  author 

Enter  the  species  author.  Use 


Find  Author 


to  select  the  required  author. 


Subspecies  name 

If  applicable,  enter  the  subspecific  name. 


to  select  the  required  author. 


Subspecies  author 

Enter  the  subspecies  author.  Use 


Find  Author 


Variety  name 

If  applicable,  enter  the  variety  name. 


to  select  the  required  author. 


Variety  author 

Enter  the  variety  author.  Use 


Find  Author 


Infra-varietal  name 

If  applicable,  enter  any  name  below  the  variety  level  (e.g.  forma) 

and  author 

Enter  the  infra-varietal  author.  Use 


Find  Author 


to  select  the  required  author. 


Note:  If  the  required  author  is  not  listed,  a new  author  record  will  have  to  be  added  to  the  Authors 
Look-Up  table.  See  p.  94  for  this  procedure. 


Current 

Enter  the  value  'Y'  in  this  field  if  the  plant  name  entered  is  in  current  use.  Otherwise  leave  it  blank. 


Status  of  taxon 

If  the  name  of  the  taxon  entered  is  a synonym,  enter  the  reason  why  the  taxon  name  is  no  longer 
valid,  e.g.  illegitimate  name  (nom.  illegit.)  etc.  if  available.  Click  on  the  down  arrow  to  the  right  of 
this  field  for  a list  of  available  options. 


Find  Author 


Searches  for  an  author  name.  Enter  the  first  3-4  letters  of  the  author's  surname  to 
access  a list  of  all  names  (combinations  included)  containing  the  search  string. 


Click  on  the  required  authority  to  insert  it  into  the  Author  search  field. 


Click  on 


to  return  to  the  Species  form,  and  double  click  in  the  author  (subspecies/variety/in- 
fra-varietal)  field  to  insert  the  name.  Repeat  this  procedure  if  e.g.  varietal  and  infra-varietal  authors 
are  to  be  inserted. 


Note:  I . If  the  authority  is  C.A.  Smith,  for  example,  do  not  include  the  initials  as  part  of  the  search  string. 
If  the  author  is  a combination,  e.g.  (Bolus)  Codd,  it  reduces  the  search  time  if  the  search  string 
‘(BoT  is  entered. This  will  limit  the  search  to  all  combinations  starting  with  ‘(Bol\ 

2.  If  a mistake  is  made  when  typing  in  the  search  string,  click  on  the 
query. 


ift 


button  to  repeat  the 
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Current  name 


Accesses  the  Current  name  sub-form  (Fig.  99),  used  to  link  a synonym(s)  to  the 
name  currently  in  use. 


Click  on  to  create  a new  record  to  insert  a current  name. 


Fig.  99.  Current  Name  sub-form. 


Use 


Find  Genus 


to  search  for  the  genus  name.  Enter  the  first  3-4  letters  of  the  genus  name.  An 


alphabetical  list  of  genera  will  appear  and  the  first  genus  starting  with  the  letters  entered,  will  be 
highlighted.  If  the  required  genus  name  is  not  immediately  visible,  use  the  scroll  bar  to  search  for 
the  name.  Click  on  the  required  name  to  insert  it  into  the  Genus  field. 


Click  on 
name. 


to  return  to  the  Species  form,  and  double  click  in  the  Genus  field  to  insert  the 


To  enter  the  taxon  name,  click  on  the  down  arrow  at  the  right  end  of  the  right-hand  field.  An  al- 
phabetical list  of  taxa  in  the  selected  genus  will  appear.  Click  on  the  required  name  to  insert  it  into 
the  appropriate  field. 

Qualifying  note 

If  this  is  not  a "standard  sinking"  and  the  author  supplies  information  on  the  reason  for  sinking  the 
specific  name  e.g.  p.p.,  quoad  specimen....  etc.,  this  additional  information  should  be  entered  into 

the  Qualifying  note  field. 

Level 

Indicate  the  level  at  which  the  qualifying  note  is  applicable. 


Click  on 


to  return  to  the  Species  form. 


Note:  The  Qualifying  note  and  Level  fields  refer  to  the  synonym. 
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Synonyms 


Opens  the  Synonyms  sub-form  which  displays  a list  of  synonyms  for  the  selected 
current  name. 


Click  on 


to  return  to  the  Species  form. 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


7.21  Substrate 


Substrate 


[Substrate  - the  base 


Accesses  the  Substrates  form  (Fig.  100),  for  adding  a new  substrate  type 
record  into  the  'Substrates'  table, 
or  substance  upon  which  an  organism  grows] 


Substrates 


Description 


jsoil 


1 1 1 1 1 1 1 ! 1 ft 

k* 

| ► | M | + | | * 

Record  1 of  15 


Fig.  100.  Substrates  form. 


Substrates  form 

Number 

+ 

Click  on  to  create  a new  record  with  the  next  available  substrate  number  inserted  automati- 

cally. 

Description 

Enter  the  name  of  the  new  substrate  type  in  lower  case. 


Note:  To  verify  that  the  new  substrate  is  not  already  listed  in  the  ‘Substrates’  table,  use 
the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.22  Type  Categories 


Type  Categories 


Accesses  the  Type  Categories  form  (Fig.  101),  for  adding  a new  type  status 
record  into  the  TypeStatus'  table. 


Fig.  101.  Type  Categories  form. 


Type  Categories  form 


Click  on  * to  create  a new  empty  record. 

Code 

Enter  the  code  for  the  new  type  category. 

Description 

Enter  the  new  type  status,  beginning  with  a capital  letter. 


Note:  To  verify  that  the  new  type  category  is  not  already  listed  in  the  ‘Type  Status’  table,  use 
the  Find  Button 


J 


Click  on  ^ 


to  return  to  the  Look-Up  Tables  menu. 
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7.23  Vegetation  Types 


Vegetation  Types 


is  I 

Z. I 


[Vegetation  type  - the 


Accesses  the  Vegetation  Types  form  (Fig.  102),  for  adding  a new  vegetation 
type  record  to  the  'Vegetation  Types'  table, 
kind  of  plants  growing  in  an  area  - determined  primarily  by  growth  form] 


Fig.  1 02.  Vegetation  Types  form. 


Vegetation  Types  form 

Number 

Click  on  ■ to  create  a new  record  with  the  next  available  vegetation  type  number  inserted 
automatically. 

Description 

Enter  the  new  vegetation  type  in  lower  case. 


Note:  To  verify  that  the  new  vegetation  type  is  not  already  listed  in  the  ‘Vegetation  Types’ 
table,  use  the  Find  Button 


J 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 
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7.24  Vouchers 


Vouchers 


Accesses  the  Vouchers  form  (Fig.  103),  for  adding  a new  voucher  record 
into  the  'Vouchers'  table. 


Fig.  103.  Vouchers  form. 


Vouchers 


Description 

|An  atomy 


1 1 1 1 I 1 1 1 I M 

# 

ft 

- 1 " 1 1 * 1 

Record  1 of  15 


Vouchers  form 


Number 

+ 

Click  on  to  create  a new  record  with  the  next  available  voucher  number  inserted  automati- 

cally. 

Description 

Enter  a description  of  the  new  voucher  in  lower  case. 

Note:  To  verify  that  the  new  voucher  is  not  already  listed  in  the  ‘Vouchers’  table,  use  the  Find  Button 


Click  on 


to  return  to  the  Look-Up  Tables  menu. 


Click  on 


to  return  to  the  Specimen  Database  menu. 
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Print  Labels 


a Accesses  the  "Print  Selection  - New  or  Existing  Specimens?  N/E"  prompt. 

Two  options  are  available: 

Option  'N' — to  print,  draft  or  final,  labels  for  a batch  of  new  specimens.  See  8.1  Option  'N'  (New 
Specimens),  p.  #. 

Option  'E' — to  print  labels  for  a prepared  batch  of  existing  specimens.  See  8.2  Option  'E'  (Existing 
specimens),  p.  #. 

Type  the  letter  designating  the  required  option  and  click  'OK'. 


8.1  Option  ‘NP  (New  Specimens) 


Accesses  the  New  Specimens:  Batch  Header  form  (Fig.  29,  p.  24).  See  Chapter  3:  New  Specimens, 
p.  #,  for  information  about  the  various  buttons  and  fields  on  this  form. 


The  relevant  button  is 


Print  Labels 


Clicking  on  this  button  accesses  the  Print  Labels  form. 


Print  Labels  Form 


Select  the  appropriate  options  in  the  choice  fields: 

Label  type 

If  the  'Draft  labels'  option  is  selected,  a single  label  is  printed  for  each  specimen.  The  Temporary 
Accession  String  (i.e.  batch  number,  item  number,  extension  and  sheet  number)  and  not  the  CAS 
is  printed  in  the  top  right-hand  corner  of  each  label.  Final  labels  may  only  be  printed  once  the  fol- 
lowing 3 criteria  have  been  met: 

1.  The  specimens  have  been  checked  and  the  Specimen  Status — Checked  field  on  the  New 
Specimens  data  entry  form:  Other  page,  has  been  flagged  'Y'  (Yes). 

2.  The  specimens  have  been  assigned  CAS  values,  i.e.  they  have  been  transferred  to  the  main 
database,  and 

3.  Final  labels  have  not  previously  been  printed  for  the  specimens,  or  the  label  done  flag,  on  the 
New  Specimens  data  entry  form:  Other  page,  is  set  to  'N'  (No)  for  each  specimen. 

Font  size 

Select  the  required  font  size. 

Inclusion  of  coded  information 

Select  whether  coded  information  should  be  printed  on  labels  or  not. 


Items 

A range  of  items  to  print  labels  for,  can  be  set. 


Select 


to  preview  the  specimen  labels  for  the  batch,  e.g.  Fig.  104. 
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NATIONAL  HERBARIUM  (PRE)  * 

3b  3 6 Batch  no:  1/4A.0 


23°  27’  22”  S 30°  14’  6”  E [2330AC] 

4 

Grid  ref. 

Regio 

KwaZulu-Natal,  S.  Africa 

-VAN  DER  BERG,  E.;  DICKSON,  E.  et  ** 

Legit 

Date 

7 

4/12/1995 

134 

5 

and  no. 

Alt. 

8 

1800  m 

Zornia  capensis  Pers.  subsp.  capensis 

9 

Underberg  district,  Loteni  Nature  Reserve,  on  south-facing  slopes 

/II 


10 


12 

13 


Point  data  correct  to:  Unknown 

Height:  ,12m.  Habitat:  hill  slope.  Aspect:  S.  Soil:  sand.  Substrate:  soil.  Moisture:  well- 
drained.  Vegetation:  grassland.  Biotic  effect:  heavily  grazed. 

Common  amongst  short  grass  in  grazed,  disturbed  localities  on  south-facing  hill  slopes. 
Loment  bristles  glabrous,  leaves  quadrifoliolate,  standard  yellow  with  red  streaks. 

I Unscented.  Polinated  by  bees.  Used  by  the  locals  as  a traditional  medicine. 


**  WESTPHAL,  K. 


Det.  ADH  4/1996 


14 

15 
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Ex  GRA  2346 


Fig.  104.  Example  of  a Print  Labels  Preview.  See  explanation  of  label  data  components  below. 


Label  Data  Components 

1.  Label  heading  - Herbarium  name  and  code 

2.  Temporary  Accession  String  (TAS).  Made  up  of  Batch  and  Item  numbers. 

3.  Point  reference  details 

3a.  Longitude  and  latitude  (deg/mins/secs  NS  and  E/W)  of  collection  locality 
3b.  Quarter  degree  grid  reference 

4.  Collector's  name/s  (Legit).  If  the  collector's  names  are  longer  than  the  available  label  space, 
this  is  denoted  by  'et  **'.  The  remaining  name/s  is/are  recorded  at  the  bottom  left  corner  of  this 
label.  See  14  below. 

5.  Collector's  number  (unique  number  for  specimen) 

6.  Region  - the  province  and/or  country 

7.  Date  - the  date  (day/month/year)  of  specimen  collection 

8.  Altitude  - the  altitude  of  the  specimen  locality.  In  feet  or  metres,  depending  on  selection 

9.  Taxon  name  and  authority 

10.  Collection  locality 

11.  Point  data  correct  to  - quantifies  the  accuracy  of  the  point  reference  details. 

12.  Coded  fields  (Height,  Habitat,  Aspect,  Soil,  Substrate,  Moisture,  Vegetation,  Biotic  Effect). 
These  fields  are  only  included  if  the  'Add  coded  fields  to  labels'  option  is  flagged  'Yes'  prior  to 
printing. 

13.  Notes  (abundance,  ecology,  morphology,  aroma,  reproductive  biology,  usage) 

14.  Continuation  of  collector's  name/s  (See  4 above) 

15.  Initials  (or  name)  of  determinavit,  and  date  on  which  the  determination  was  made 

16.  Donating  herbarium  code  and  accession/other  number 


To  print  labels,  click  on 


on  the  main  toolbar. 


To  display  the  'Print  dialogue'  box  in  which  various  print  options  may  be  set,  click  on 
'OK'  to  print. 


Select 
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8.2  Option  ‘E’  (Existing  Specimens) 

Accesses  the  Existing  Specimens:  Batch  Header  form  (Fig.  105).  This  allows  existing  specimens  to 
be  selected,  copied  to  a new  batch,  viewed,  and  herbarium  labels  printed.  When  all  the  labels  have 
been  printed,  the  specimens  can  be  deleted  from  the  batch,  and,  this  done,  the  batch  header  may 
be  deleted  (See  Chapter  9:  Extract  Records,  p.  125). 


EXTRACT  RECO 
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Extract  Records 


Extract  Records  Accesses  the  Existing  Specimens:  Batch  Header  form  (Fig.  105).  This 

— — — — — allows  existing  specimens  to  be  selected,  copied  to  a new  batch,  viewed, 

and  herbarium  labels  printed.  When  all  the  labels  have  been  printed,  the  specimens  can  be  de- 
leted from  the  batch,  and,  this  done,  the  batch  header  may  be  deleted. 


^inixj 


Batch  no 

I ' 

Typist 


EXISTING  SPECIMENS 


Batch  Header 


Specimens  in  batch: 

Description  of  batch 

I Existing  records  for  printing 


43 


► w + 


j Copy  Specimens 

View  Specimens 

Print  Labels 

Utilities 

Date 


|6/1 5/1998 


Delete  Specimens 


Record  1 of  33 


Fig.  1 05.  Existing  Specimens:  Batch  Header  form. 


Existing  Specimens:  Batch  Header  form 

Batch  no 

Click  on  * for  the  next  available  batch  number. 

Specimens  in  batch 

An  automatic  counter,  indicating  the  number  of  specimens  in  the  batch. 

Date 

The  current  date  is  automatically  inserted  when  a new  batch  is  created. 

Typist 

Enter  the  name  or  initials  of  the  person  creating  this  batch. 

Description  of  batch 

The  description  "Existing  records  for  printing"  is  automatically  inserted. 
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9.1  Copy  Specimens 


I Copy  Specimens 

temporary  batches. 


Accesses  the  Copy  specimens  to  batch  sub-forms  (Figs.  106, 107  & 108, 
which  are  used  to  select  individual  or  groups  of  specimens  to  be  copied  to 


Fig.  106.  Copy  specimens  to  batch  sub-form:  Stage  I 

Copy  Specimens  to  Batch  sub-form:  Stage  I 

Select  by: 

Select  criteria  which  should  be  used  to  extract  specimens  to  be  copied  to  the  batch. 
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Fig.  107.  Copy  specimens  to  batch  sub-form:  Stage  2 (Selection  by  CAS). 


EXTRACT  RECORDS 
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Copy  Specimens  to  Batch  sub-form:  Selection  by  CAS 

Batch  no 

This  number  is  automatically  carried  over  from  the  Existing  Specimens:  Batch  Header  form. 

Specimens  in  batch 

Automatically  displays  the  number  of  specimens  in  the  batch. 


CAS 

To  indicate  a range,  enter  the  starting  and  ending  CAS  numbers. 


Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option. 


Click  on 


to  copy  the  specimen  records  to  the  batch.  Once  the  copy  operation  has  been 
performed,  a confirm  copy  statement  appears,  stating  the  range  of  specimens  copied  to  the  batch 
Next,  the  number  of  specimens  making  up  the  batch  will  be  inserted  in  the  Specimens  in  batch 


field  automatically. 


Once  the  required  specimens  have  been  copied  to  the  batch,  click  on 
ing  Specimens:  Batch  Header  form. 


to  return  to  the  Exist- 


Fig.  108.  Copy  Specimens  to  batch  sub-form:  Stage  2 (Selection  by  Family). 


Copy  Specimens  to  Batch  sub-form:  Selection  by  Family 

Batch  no 

This  number  is  automatically  carried  over  from  the  Existing  Specimens:  Batch  Header  form. 
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Specimens  in  batch 

Automatically  displays  the  number  of  specimens  in  the  batch. 

Herbarium 

Only  the  herbarium  code  field  is  active,  and  can  be  changed. 

Family 

To  enter  the  family  name,  either  click  in  the  Family  field  or  on  the  associated  down  arrow.  Enter 
the  first  3-4  letters  of  the  family  name.  An  alphabetical  list  of  families  will  appear  and  the  first  fam- 
ily starting  with  the  letters  entered,  will  be  highlighted.  Click  on  the  required  name  to  insert  it  into 
the  Family  field. 


Choice  section 

Click  in  the  appropriate  field  to  tag  the  required  option. 


H 


Click  on  to  copy  the  specimen  records  to  the  batch.  Once  the  copy  operation  has  been 

performed,  a confirm  copy  statement  appears,  stating  the  range  of  specimens  copied  to  the  batch. 
Next,  the  number  of  specimens  making  up  the  batch  will  be  inserted  in  the  Specimens  in  batch 
field  automatically. 


Once  the  required  specimens  have  been  copied  to  the  batch,  click  on 
ing  Specimens:  Batch  Header  form. 


to  return  to  the  Exist- 


9.2  View  Specimens 


Accesses  the  New  Specimens  data  entry  form  for  the  current  batch  header, 
so  that  the  existing  specimen  records  copied  to  the  batch  may  be  checked, 
edited  or  tagged  (e.g.  the  Specimen  Status  field,  or  coded  fields  option  tagged)  prior  to  printing. 
See  3.1:  Add  Specimens,  p.  #for  additional  information. 


View  Specimens 


9.3  Delete  Specimens 


Delete  Specimens 


Deletes  all  the  specimens  in  the  current  batch.  If  there  are  specimens  for 
which  final  labels  have  not  been  printed,  the  system  displays  this  informa- 


tion, and  asks  whether  or  not  the  batch  should  still  be  deleted. 


9.4  Print  Labels 


Accesses  the  Print  Labels  routine,  which  is  used  to  print  final  specimen  labels 
(see  8.2.,  p.  124). 


9.5  Utilities 


Utilities 


Accesses  the  Utilities  sub-form  (Fig.  109),  used  to  unflag  or  delete  records 
in  the  main  specimen  database  which  have  been  copied  to  temporary 


batches  for  printing  or  export. 
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Fig.  1 09.  Utilities  sub-form. 


Utilities  sub-form 

Select  an  appropriate  button. 

Existing  Specimens:  Batch  Header  form. 
Specimen  Database  menu. 


Click  on 


to  return  to  the 


Click  on 


to  return  to  the 
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Local  Settings 


Local  Settings  Accesses  the  Local  Settings  form  (Fig.  110),  used  to  enter  or  modify  the 

herbarium  code,  the  specimen  label  header  and  the  highest  specimen  ac- 
cession number  for  the  holding  herbarium.  These  parameters  may  have  been  entered  via  special 
prompts  when  the  Specimen  Database  was  originally  installed  (See  Starting  the  Specimen 
Database,  p.  16). 


Fig.  I 1 0.  Local  Settings  form. 


Local  Settings  form 

Herbarium  code:  international  (Kew)  or  local  code 

Enter  the  herbarium  code.  International  codes  are  listed  in  Index  Herbariorum.  If  your  herbarium 
does  not  have  an  international  code  then  a suitable  local  code  must  be  assigned.  The  code  should 
end  with  the  dollar  ($)  sign  to  indicate  that  it  is  a local  code,  e.g.  SILVON$.  Please  consult  the  PRE- 
CIS manager  when  designating  a local  code. 

Herbarium  name: 

Enter  the  full  herbarium  name  followed  by  the  herbarium  code  in  brackets,  e.g.  National  Herbari- 
um (PRE).  This  value  will  appear  as  the  header  (title)  on  all  printed  labels. 

Highest  accession  number  already  used  on  specimens  in  this  herbarium 

The  highest  accession  number  is  the  accession  number  of  the  most  recently  accessioned  speci- 
men. If  the  database  is  used  to  assign  subsequent  accession  numbers,  this  value  will  be  increment 
ed  by  one  (1)  for  each  specimen  that  is  added. 
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Default  directory  for  map  files 

Enter  the  directory  to  be  used  to  store  point  files  created  by  the  Mappit  output  report  on  the 
Reports  Menu.  These  files  are  used  by  the  Mappit  software  available  from  the  SANBTs  IT  Section, 
Pretoria.  The  default  directory  is  AMAPFILES".  Check  to  see  that  this  directory  has  been  created 
on  the  hard  drive. 

Genus  number  on  labels 

Enter  the  system  to  be  used  for  recording  genus  numbers  on  printed  specimen  labels. 

Options: 

Computer:  print  computer  generated  genus  numbers  on  specimen  labels.  These  numbers  are  as- 
signed sequentially  to  all  new  genera  when  added  to  the  database. 

Dalla  Torre  & Harms:  print  genus  numbers  following  Dalla  Torre  & Harms  (based  on  Engler 
1887).  This  is  the  numbering  system  used  in  the  National  Herbarium,  Pretoria  (PRE). 

None:  do  not  print  genus  numbers  on  specimen  labels. 


Note:  Once  changes  have  been  made,  save  the  data  and  exit  from  the  database. This  is  important,  as  the 
entered  information  is  only  picked  up  once  the  database  is  started  up  and  initialised. 


Click  on 


to  return  to  the  Specimen  Database  menu. 
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CHAPTER 


Backing  up  the  database 

i I . I MySQL  Backup  and  Restore  procedure 

This  procedure  uses  a special  program  called  SpmnBackup.exe,  developed  by  SANBI,  to  simplify 
the  MySQL  backup  / restore  process. 

3 I . I . I Backing  up  database  files 

1.  Ensure  that  the  MySQL  Service  is  running  (active) 

• Check  the  WinMySqlAdmin  icon  (traffic  light)  on  the  Desktop  toolbar  at  the  bottom  right 
of  the  screen. 

• Ensure  that  the  green  light  is  on 

2.  Backing  up  the  data  files 

• Run  the  SpmnBackup.exe  located  in  the  c:\program  files\PRECIS  folder 
— This  will  display  the  SpmnDb  "Maintenance"  Menu.  See  Figure  111  below. 


Backup  Ihe  Spmndata  database  to  MySQL's  own  sql  files. 


Restore  the  Spmndata  database  from  sql  files 


Close  form 


15  Oct  2004  5:15  pm 


Fig.  III.  PRECIS  Specimen  database  Maintenance  Menu. 

• Click  on  the  Backup  button 

— This  will  dump  the  data  into  eight  files  (backupOl.sql  - backup08.sql)  located  in  the 
c:\mysql\backupfolder.  See  Figure  112  below. 
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Other  Places  * |§ 

H Details  * || 

Fig.  I 1 2. Window  showing  contents  of  Backup  folder  with  eight  files  created  by  SpmnBackup  program. 


Note:  The  data  is  compressed  as  it  is  written  to  the  eight  files. 


Copy  the  Backup  folder  (holding  eight  backup  files)  to  a suitable  medium  (CD,  ZIP  disk,  USB 
drive,  etc.)  that  can  be  stored  in  a safe  place. 


J 


1 1.1.2  Restore  the  Backed-up  files 

Copy  the  eight  backup  files  to  their  original  location  in  the  c:\mysql\backup  folder.  Before  the 
data  in  these  files  can  be  restored  to  the  database,  the  MySQLService,  if  running,  must  be  stopped 
and  an  empty  database  installed. 

I.  Shut  down  the  MySQL  Service 

• Click  the  WinMySqlAdmin  icon 

• Click  ' Win  NT 

• Click  'Stop  the  Service' 


Note:  If  the  light  of  the  WinMySqlAdmin  robot  has  changed  from  Green  to  Red,  you  know  that  the 
Service  has  been  stopped.  It  is  not  necessary  to  shut  down  the  WinMySqlAdmin  tool  in  order  to  backup 
the  data  files. 


2.  Install  the  empty  database  files 

The  empty  database  files  are  located  in  c:\mysql\einptydb\ data  folder.  To  install  the  empty  data- 
base files: 

• Rename  the  c:\mysql\data  folder. 

• Copy  the  data  folder  from  c:\mysgi\emptydb  to  c.-\mysql\  to  replace  the  previously  renamed 
data  folder. 

3.  Restart  the  MySQL  Service 

Once  the  empty  database  has  been  installed,  it  is  necessary  to  restart  the  MySQL  Service  to  re- 
store the  data  from  the  eight  backup  files. 

This  is  done  as  follows: 

• Click  the  WinMySqlAdmin  icon 

• Click  'Win  NT 

• Click  'Start  the  Service' 
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Note:  If  the  light  of  the  WinMySqIAdmin  robot  has  changed  from  Red  to  Green,  you  know  that  the  My 
SQL  Service  has  been  re-started. 


J 


4.  Restore  the  backed-up  data  files 

• Run  the  SpmnBackup.exe  program  located  in  the  c:\program  files\precis  folder 

• Click  on  the  Restore  button 

This  will  insert  the  data  from  the  eight  backup  files  (backupOl.sql  - backup08.sql)  into  the 
empty  data  folder. 


Note:  Time  to  restore  the  database  - This  will  take  between  1.5  and  6 hours  depending  on  the  size  of 
the  database  and  power  of  the  computer’s  processor.  Because  the  data  is  compressed,  the  size  of  the 
restored  database  will  be  noticeably  smaller  than  the  original  database  that  housed  the  same  data. 
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i 1.2  Using  “Copy”  to  backup  and  restore  database 


I 3.2.9  Copy/”Backup”  specimen  database 
1.  Shutting  down  the  MySQL  Service 

Before  the  database  folders  and  files  can  be  backed-up,  the  MySQLl  Service,  if  running,  must  be 
stopped.  To  do  this: 

• Click  the  WinMySqIAdmin  icon  (Traffic  light) 

• Click  'Win  NT 

• Click  'Stop  the  Service' 


Note:  The  Service  has  stopped  if  the  light  of  the  WinMySqIAdmin  robot  has  changed  from  Green  to  Yel- 
low and  then  Red. 

It  is  not  necessary  to  shut  down  the  WinMySqIAdmin  tool  in  order  to  backup  the  data  files. 


J 


2.  Copying  the  specimen  database  files 

The  specimen  database  consists  of  a number  of  files  stored  in  the  C:\MySql\Data  folder  and 
subfolders.  Backing-up  the  specimen  database  requires  backing-up  the  entire  'Data'  folder  with 
subfolders. 


• Copying  the  data  files 

Copy  the  Data  folder  and  subfolders  to  a CD,  USB  drive,  Zip  Disk,  Hard  drive.  Tape,  etc. 

NB:  If  the  backup  file  resides  on  the  same  hard  drive  as  the  database,  this  should  be  copied  to  a 
CD  for  safe  keeping. 

3.  Restarting  the  MySQL  Service 

To  continue  using  the  Specimen  database  , the  MySQL  Service  must  first  be  restarted.  This  is  done 
as  follows: 

• Click  the  WinMySqIAdmin  icon 

• Click  'Win  NT 

• Click  'Start  the  Service' 


Note:  If  the  light  of  the  WinMySqIAdmin  robot  has  changed  from  Red  to  Green,  the  MySql  Service  has 
been  re-started. 

- ,-,1v.  I ! Hr  'll"  ...  ..I  - 
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1 1 .2.2  Copy/”Restore”  specimen  database 

I.  Shutting  down  the  MySQL  Service 

Before  the  database  folders  and  files  can  be  restored,  the  MySQL  Service,  if  running,  must  be 
stopped.  To  do  this: 

• Click  the  WinMySqlAdmin  icon 

• Click  'Win  NT 

• Click  'Stop  the  Service' 


Note:  The  Service  has  stopped  if  the  light  of  the  WinMySqlAdmin  robot  has  changed  from  Green  to  Red. 
It  is  not  necessary  to  shut  down  the  WinMySqlAdmin  tool  in  order  to  restore  the  data  files. 


2.  Renaming  the  ‘Data’  folder 

Before  copying  or  restoring  the  data  files,  if  possible,  rename  the  Data  folder  to:  C:\MySql\Data. 
save  (or  Data. old)  as  a safety  measure. 

3.  Restoring  the  specimen  database  files 

The  specimen  database  files  are  stored  in  the  C:\MySql\Data  folder  and  subfolders  and  should  be 
copied  or  restored  from  backup  back  to  this  original  location. 

4.  Copying  the  data  files 

Copy  and  paste  the  'Data'  folder  with  subfolders  from  the  storage  media  (CD,  USB  drive.  Zip  Disk, 
Hard  drive.  Tape,  etc.)  back  to  its  original  location,  namely  the  C:\MySql  folder. 

5.  Restarting  the  MySQL  Service 

Once  the  data  has  been  restored,  it  will  be  necessary  to  restart  the  MySQL  Service. 

This  is  done  as  follows: 

• Click  the  WinMySqlAdmin  icon 

• Click  'Win  NT' 

• Click  'Start  the  Service' 

Note:  If  the  light  of  the  WinMySqlAdmin  robot  has  changed  from  Red  to  Green,  the  MySQL  Service 

has  been  re-started. 




I 1.3  What  constitutes  a backup 

Data  is  backed  up  when  it  is  copied  to  a device  (hard  drive,  diskette  or  CD)  other  than  the  one  on 

which  it  currently  resides.  (In  all  situations,  using  data  compression  is  recommended.) 

• Hard  drive:  (Not  recommended)  If  the  computer  has  two  drives,  then  copy  the  database  to 
the  second  drive.  The  disadvantage  is  that  successive  backups  (copies),  unless  given  different 
names,  are  made  over  the  previous  one  so  that  there  is  no  historical  record.  Loss  of  original 
and  backed  up  data  will  occur  as  a result  of  theft  or  fire. 

• CD:  (Recommended)  CDs  are  conventionally  used  for  backing  up  data  and  remain  a more  ef- 
fective option  over  hard  drives  and  diskettes.  They  allow  for  easy  scheduling  of  backups  and 
successive  backups  can  be  stored  separately  on  a single  CD. 

• IOMEGA  ZIP  disks:  (Recommended)  These  are  ideal  for  smaller  to  medium  databases  (up 
to  200  or  750  Mb)  and  like  CDs  can  be  stored  away  from  the  computer  in  a separate  room  or 
building  to  provide  added  security.  Unlike  IOMEGA  backup,  Windows  backup  can  be  config- 
ured to  allow  for  multiple  backups  on  a single  disk. 
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1 1 .4  How  often  to  backup 

Backup  the  database  using  one  or  more  of  three  backup  cycles  below 


Cycle 

Importance 

Storage  location 

1. 

Daily*  (see  1.  Daily  below) 
Monday — Thursday 
Friday 

Essential 

Same  room  as  database  computer 
Different  building 

2. 

Weekly  (see  2.  Weekly  below) 

Recommended 

Different  building 

3. 

Monthly  (see  3.  Monthly  below) 

Recommended 

Different  building 

* Backup  every  day  or  every  day  that  the  content  of  the  database  is  changed  (records  added  or 
modified). 


I 1 .5  Backup  storage  location 

Backups  of  the  database  should  be  stored  in  a secure  place**  away  from  the  computer  housing  the 
Specimen  database,  preferably  in  a different  building.  The  location  should  also  be  reasonably  ac- 
cessible if  the  backups  are  ever  required  to  restore  the  database. 

**  Secure  place — If  the  backups  are  stored  on  moveable  media  (CDs,  Zip  drives,  etc.)  these  should 
be  place  in  a lockable  box  (accessible  only  to  officers  responsible  for  backups),  inside  a lockable 
cupboard. 

The  following  strategy  is  recommended: 

Daily  backups:  Housed  in  a secure  place  in  the  same  room  as  the  database  computer  or,  prefer- 
ably, in  a different  room  a short  distance  away  from  the  database  computer. 

Weekly  backups:  In  a secure  place  in  a building  apart  from  the  building  housing  the  database 
computer.  This  also  applies  if  backups  are  only  done  weekly  and  not  daily  as  well. 

Monthly  backups:  Same  as  for  weekly  backups. 
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Database  Help  Buttons 


Special  Help  Buttons  are  located  at  the  top  left  of  the  Locality  Keywords  and  Regions  forms.  See 
Figs.  1.1  & 1.3.  These  Help  Buttons  access  Help  Screens,  which  describe  the  function  of  the  but- 
tons located  on  these  forms. 


Fig  l.l  Position  of  the  Help  Button  (A)  on  the  Locality  Keywords  form. 
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Fig.  1.2.  Help  Screen  accessed  by  clicking 


on  the  Locality  Keywords  form. 


Regions 


Code  Name 

IfcBT-OO  | Alberta.  Canada 


Territory 

Western  Canada 


3 


Name  to  appear  on  labels 

jAlberta  Canada 


Record  1 of  758 
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Fig.  1 .3.  Position  of  the  Help  Button  on  the  Regions  form. 


46 


APPENDIX  I 


l-|g|x| 


Here's  what  the  buttons  on  this  form  do. 


Allows  a search  for  code  or  name.  If  "partname*  is 
chosen  the  underlying  table  changes  to  a query  on 
whatever  search  string  is  selected,  and  the  ’world" 
button  to  the  left  becomes  visible. 

Exits  - from  here,  too 


functions  (next  first  save.  undo,  insert  etc]  are 
Jed  by  the  navigator  bar.  Rest  the  mouse  on  each 
1 section  to  see  what  it  does. 

Notes  on  adding  new  records 

The  region  code  should  be  the  Kew  list  code  of  three  letters,  followed  by  a hyphen  and  ’00"  for  a 
country,  or  a two-letter  code  for  a lower  level  [province,  district]  as  appearing  in  the  name  field. 

On  the  specimen  forms  a look-up  field  displays  the  "OO’-level  name  corresponding  to  the  code  chosen 
for  the  specimen. 

The  territory  is  an  obligatory  field,  at  the  subcontinental  level  eg  southern  Africa.  West-Central  Tropical 
Africa  etc.  Clicking  on  the  combobox  button  brings  up  a request  for  a search  string. 

Type  in  eg  afr  and  all  the  territories  with  "afr*  in  appear.  Choose  one  by  clicking  on  it. 

If  you  change  your  mind,  or  the  list  deosn't  contain  what  you  want  click  on  the  combobox  button  to  close 
it.  To  re-query,  click  in  another  field,  eg  name,  then  back  on  the  combobox  button. 


Calls  up  this  form 


Restores  the  form's 

underlying  records  to  the 

whole  Regions  table 

Other 
provi< 
butt  or 


Fig.  1.4.  Help  Screen  accessed  by  clicking 


from  the  Regions  form. 
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Definitions 


Aspect: 

The  compass  direction  towards  which  a slope  faces. 

Habitat: 

The  specific  kind  of  environment  occupied  by  the  individuals  of  a species. 
The  sum  total  of  environmental  conditions  of  a specific  place  that  is  occu- 
pied by  an  organism. 

Substrate: 

The  base  or  substance  upon  which  an  organism  grows. 

Soil: 

The  layers  inhabited  by  the  root  systems  of  vegetation. 

Lithology/Geology: 

The  underlying  bedrock  below  soil,  often  protruding  in  places  as  boulders 
or  rocky  outcrops. 

Moisture  regime: 

The  amount  and  type  of  water  available  to  the  plant. 

Vegetation: 

The  kind  of  plants  growing  in  an  area  - determined  primarily  by  growth 
form. 

Biotic  effect: 

The  effect  of  living  organisms  (e.g.  animals  or  man)  and  fire  on  vegetation. 

Occurrence  (local): 

Abundance  of  plant  at  site  of  collection. 

Exposure: 

Extent  to  which  a plant  is  exposed  to  sun  and  shade. 

Growth  form: 

The  characteristic  shape  or  appearance  of  a plant. 

SO  APPENDIX  3 

Specimen  database  tables 


Table 

Contents 

AspTable 

List  of  aspect  abbreviations 

Authors 

Author  abbreviations  of  plant  names,  following  Brummit  and  Powell  (1992) 

Batches 

New  Specimen  batch  information  (e.g.  number,  date,  description,  etc.) 

Biotics 

List  of  biotic  effects  (e.g.  garden,  plantation,  road  side,  etc.) 

Collectors 

List  of  names  of  plant  collectors 

ConfLvl 

List  of  confidence  level  options  for  altitude  and  point  data  (e.g.  centroid  of 
farm,  0-10  m,  etc.) 

DetTable 

List  of  names  of  determinavits 

DistribFlags 

List  of  Regional  distribution  flags  (e.g.  FSA,  FTA,  Africa,  etc.) 

Exposure 

List  of  exposure  options  (e  g.  full  sun,  shade,  etc.) 

Families 

List  of  family  names  and  authors 

Fcodes 

List  of  flowering  or  fruiting  status  options  (e.g.  absent,  mature,  etc.) 

Fcolours 

List  of  flower/fruit  colour  options  (e.g.  pink,  yellow,  etc.) 

GenCodes 

List  of  options  for  printing  genus  numbers  on  specimen  labels 

Genera 

List  of  genus  names,  author/s  and  corresponding  family 

GrFrms 

List  of  growth  form  options  (e.g.  climber,  herb,  etc.) 

GridNames 

List  of%°  grid  names,  (e.g.  Rietfontein  for  grid  2120) 

Habitats 

List  of  habitat  options  (e.g.  cliff  face,  hill  slope,  etc.) 

Herbaria 

List  of  herbaria  codes  (local  or  international,  ie.  according  to  Holmgren  et.  al. 
1990)  and  names 

IDLevel 

List  of  identification  level  options  (e.g.  cf.,  to  species  level  only,  etc.) 

LabelTable 

Label  information  (e.g.  number  of  labels,  specimen  details) 

Lithology 

List  of  geology  types  (e.g.  sandstone,  granite,  dolomite,  etc.) 

Localities 

List  of  locality  keyword  options  (e.g.  Durban,  Himeville,  etc.) 

Materials 

List  of  material  type  options  (e.g.  herbarium  specimen,  seed,  etc.) 

Moistures 

List  of  moisture  regime  options  (e.g.  seasonally  waterlogged,  etc.) 

MSFlags 

List  of  specimen  status  options  (e.g.  naturalized,  exotid,  etc.) 

NewSpecimens 

All  new  specimen  information  associated  with  a TAS 

NewSpecimens 
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NewTemp 

NoGrTable 

NomenStatus 

NSpmnColl 

NSpmnDups 

NSpmnFlrClr 

NSpmnFrtClr 

NSpmnGrFrms 

NspmnHab 

NSpmnLoc 

NSpmnSpcl 

NSpmnTypes 

NSpmnVch 

NTData 

Occurrence 

One  Swap 

OriginTable 

OutSubTable 

OutTable 

Regions 

SoilCodes 

SpclColl 

Species 

Specimens 

SpmnColl 

SpmnDups 

SpmnFlrClr 

SpmnFrtClr 

SpmnGrFrms 


Table  used  by  the  system 

Temporary  table  used  to  store  information  about  specimens  without  grids 
List  of  taxon  name  status  options  (e.g.  nom.  illegit.,  ms.,  etc.) 

Secondary  table  linking  New  Specimens  to  Collectors 

Secondary  table  linking  New  Specimens  to  Herbaria  receiving  duplicates 

Secondary  table  linking  New  Specimens  to  Flower  colour 

Secondary  table  linking  New  Specimens  to  Fruit  colour 

Secondary  table  linking  New  Specimens  to  Growth  form 

Secondary  table  linking  New  Specimens  to  Habitats 

Secondary  table  linking  New  Specimens  to  Localities 

Secondary  table  linking  New  Specimens  to  Special  Collections 

Secondary  table  linking  New  Specimens  to  Types  specimen  and  Plant  Names 

Secondary  table  linking  New  Specimens  to  Vouchers 

Table  used  by  the  system 

List  of  local  occurrence  options  (e.g.  rare,  common,  etc.) 

Table  used  by  the  system 

Origin  options  (e.g.  from  wild,  ex  hort.,  etc.) 

Table  used  by  the  system 
Table  used  by  the  system 

List  of  region  names,  codes  and  corresponding  territory  number,  following 
Hollis  and  Brummitt  (1992) 

List  of  soil  type  options  (e.g.  sand,  black  turf,  etc.) 

Collector/s  associated  with  an  existing  specimen  (CAS) 

List  of  taxa,  author/s  associated  with  a taxon,  taxon  status,  etc. 

All  specimen  information  associated  with  a CAS 

Secondary  table  linking  Specimens  to  Collectors 

Secondary  table  linking  Specimens  to  Herbaria  receiving  duplicates 

Secondary  table  linking  Specimens  to  Flower  colour 

Secondary  table  linking  Specimens  to  Fruit  colour 

Secondary  table  linking  Specimens  to  Growth  form 
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SpmnHab 

Secondary  table  linking  Specimens  to  Habitats 

SpmnLoc 

Secondary  table  linking  Specimens  to  Localities 

SpmnSpcl 

Secondary  table  linking  Specimens  to  Special  Collections 

SpmnTemp 

Table  used  by  the  system 

SpmnTypes 

Secondary  table  linking  Specimens  to  Types  specimen  and  Plant  Names 

SpmnVch 

Secondary  table  linking  Specimens  to  Vouchers 

StatTable 

List  of  explanations  why  the  specimen  cannot  be  identified 

StData 

Table  used  by  the  system 

Substrates 

List  of  substrate  options  (e.g.  soil,  termite  mound,  etc.) 

Synonyms 

List  of  synonyms  with  their  current  names. 

TaxTable 

Table  used  by  the  system 

TempTable 

Table  used  by  the  system 

Territories 

List  of  territories,  following  Hollis  and  Brummitt  (1992)  (e.g.  North  Africa,  Ant- 
arctic, etc.) 

TwoSwop 

Table  used  by  the  system 

TypeCodes 

List  of  type  status  options  (e.g.  holotype,  neotype,  etc.) 

VegCodes 

List  of  vegetation  type  options  (e.g.  forest,  grassland,  etc.) 

Vouchers 

List  of  voucher  options  (e.g.  photograph,  anatomy,  etc.) 

Ztab 

A system  table  storing  the  herbarium  name,  code  and  highest  accession  num- 
ber of  the  herbarium  using  the  Specimen  Database 
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Procedure  for  capturing  and  storing  new  specimen  data 
and  printing  specimen  labels 
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How  the  SpmnDb  front-end  links  to  the  MySQL  data- 
base 


i 

i 


MySql 

Service 


MySql  Database 
SpmnData 


MySql 
Administrator 


C:\Program  Files\Precis\ 
SpmnDb.exe 


C:\Program  Files\Common 
Files\Borland  Shared\BDE 
BDEAdmin.exe 


C:\Windows\System32\ 

ODBCAD32.exe 


C:\MySql\bin\ 

WinMySqlAdmin.exe 


C:\MySql\Data\ 

• SpmnData\ 

• Ibdata  I 


L 


J 
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Folder  structure  with  important  files  and  their  location 


C:\ 


MySql 


— Backup 

— Bench 

— Bin 

— pData  — — — 

— MySql 

— SpmnData 

— Test 

— ibdata  I 

L 


_J 


— Docs 

— EmptyDb 


Stores  8 Backup.sql  files 
Holds  all  MySql  database  files 

Holds  Spmndb  table  structure 
and  indices 

Holds  all  Spmndb  data 

Stores  empty  copy  of 
SpmnData  database 


— Program  Files 


— Common  Files 

— Borland  Shared 
— BDE 

— bdadmin.exe  BDE  Administrator 


— Precis  SpmnDb  Front-end 

— spmndb.exe 

— spmnbakcup.exe  Spmndb  backup  and  restore 

— recon.exe  program 


— Windows 

— System  3 2 

— odbcad32.exe 


Reconstitute  split  up  flie 
program 

ODBC  drive  Administrator 


To  Backup  the  Specimen  database:  copy  the  Data  folder  with  all  subfolders  and  files  to  a CD, 
ZIP  disc, Tape  or  other  media.  OR  use  the  spmnbackup.exe  program  in  the  C:\Program  Files\Precis  folder 
to  do  a system  backup  of  the  SpmnData  folder  and  ibdata  I file. 
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Adding  the  WinMySqlAdmin  tool  to  the  Startup  and 
Start  Programs/SpmnDb  folders 

S.  Add  to  Startup  folder 

a)  Create  and  copy  shortcut  of  WinMySqlAdmin.exe 

• Using  'My  Computer'  (on  the  Desktop)  or  'Explorer'  (right  click  Start  and  select  Explore) 
to  locate  WinMySqlAdmin.exe  in  the  folder  C:\mysql\bin 

• Right  click  on  file  and  select  "Create  shortcut" 

• Make  a copy  of  the  shortcut  (Edit  Copy) 


b)  Paste  shortcut  in  Startup  folder 

• Using  'My  Computer'  (on  Desktop)  or  'Explorer'  (right  click  Start  and  select  Explore)  to 
locate  and  open  the  following  Startup  folder: 

C:\Documents  & SettingsXAll  UsersXStart  Menu\  ProgramsXStartup 

• Use  Edit  / Paste  to  paste  the  shortcut  to  the  folder 


Note: The  next  time  the  computer  is  started  or  rebooted  theWinMySqlAdmin.exe  program  will  be 
executed  automatically  and  the  MySQL  service  will  be  started  (see  robot  at  bottom  right  of  screen  on 
Toolbar. 


2.  Add  to  Start/Programs/SpmnDb  folder 

a)  Repeat  step  la  above 

b)  Paste  shortcut  in  SpmnDb  folder 

• Click  [Start] 

• Click  [Programs] 

• Dbl  click  {SpmnDb}  - This  will  open  the  SpmnDb  folder 

• Click  [Edit] 

• Click  [Paste]  - This  will  paste  the  shortcut  into  the  SpmnDb  folder 
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Where  MySQL  stores  the  specimen  database 


Database  name:  SpmnData 
Database  location:  C:\mysql\data 


mysql 

spmr 

idata 

test 

— Aspcode.frm 

— Authores.frm 

— Batches.frm 

— Bioeff.frm 

— [etc.J.frm 


L Database 
Data 

— Ibdata  I 
— lb  logfileO 
— lb  logfile  I 
— lb  arch  log  010 
— [UsernameJ.err 


RECON.EXE 
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Using  the  reconstitute  (recon.exe)  program 


This  program  reconstitutes  a file  that  has  been  split  into  a number  of  parts  (smaller  files)  for  the 
purpose  of  ease  of  transfer  by  e-mail. 

This  overcomes  the  problem  of  systems  that: 

• disallow  users  from  receiving  .exe  files  (program  files)  as  e-mail  attachments,  or 

• restrict  the  size  of  files  that  may  be  sent  or  received  by  e-mail 


Users  will  receive  two  or  more  e-mails  from  the  PRECIS  Data  Office. 


Original  file:  SpmnDb.exe  (4.046  Mb) 


SpmnDb.000  (1  Kb) 
SpmnDb.001  (578  Kb) 
SpmnDb.002  (578Kb) 
SpmnDb.003  (578Kb) 
SpmnDb.004  (578Kb) 
SpmnDb.005  (578Kb) 
SpmnDb.006  (578Kb) 
SpmnDb.007  (578Kb) 


E-mail  (I) 

Attachments: 

1.  SpmnDb.000  (I  Kb) 

2.  SpmnDb.001  (578  Kb) 

— 


E-mail  (4) 

Attachments: 

I.  SpmnDb.004  (578Kb) 

V 

v 


E-mail  (7) 

Attachments: 

I.  SpmnDb.007  (578Kb) 

- — - 


J 

J 

J 


E-mail  (2) 

Attachments: 

I.  SpmnDb.002  (578  Kb) 


E-mail  (5) 

Attachments: 

I.  SpmnDb.005  (578Kb) 


J 

J 


E-mail  (3) 

Attachments: 

I.  SpmnDb.003  (578Kb) 

- 


E-mail  (6) 

Attachments: 

I.  SpmnDb.006  (578Kb) 

— 


J 


Each  e-mail  will  contain  one  or  more  file  attachments  collectively  totalling  <lMb  in  size.  Each 
file  attachment  will  have  the  same  name  as  the  original  file  e.g.  SpmnDb  but  will  have  different 
extensions  starting  with  .000  and  incrementing  upwards  (000,  001,  002,  003,  etc.)  depending  on  the 
number  of  component  files. 
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Steps  to  reconstitute  the  component  fiies: 

1.  Save  all  the  e-mail  attachments  to  a single  folder.  Preferably  an  empty  folder. 

2.  Run  the  ReCon.exe  program  located  in  C:\Program  FilesYPrecis. 

» This  will  open  the  "Reconstitute  a file"  menu. 

3.  Click  [Find  file]  to  open  the  "Open"  (file)  dialog  box. 

4.  In  the  "Look  in"  field,  specify  the  directory  path  containing  the  saved  attachment  flies. 

5.  Select  the  file  with  the  extension  .000 

6.  Click  [Open] 

» This  will  insert  the  directory,  original  and  extension  name  into  three  fields  on  the  "Recon- 
stitute a file"  form. 

7.  Click  [GO] 

» This  will  reconstitute  the  files  into  the  single  original  file. 


000 

001 

002  ||  003  | | 004 

005 

006 

007 

1 

SpmnDb.exe 

» If  the  reconstitution  process  is  successful  a confirmation  box  will  appear. 
8.  Click  [OK] 


Note:  The  reconstituted  file  will  be  located  in  the  same  directory  to  which  the  attachments  were  saved. 

-nr  , mini 
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9.  Open  (Double  click)  the  reconstituted  file  to  ensure  that  it  functions  correctly. 

10.  Copy  the  reconstituted  file  to  the  appropriate  directory  for  use. 


RECON.EXE 


MS-ACCESS  / MYSQL 
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Creating  a MS-Access  SpmnReports  database 


Use  this  procedure  to  create  an  MS-Access  database  (SpmnReports.mdb)  that  will  act  as  a front- 
end  database  to  the  MySQL  PRECIS  Specimen  database.  This  will  allow  information  to  be  extract- 
ed from  the  Specimen  database  using  the  MS-Access  Query  and  Reporting  tools. 


I.  Create  SpmnReports  database  in  PRECIS  folder 

1.  Open  MS-Access 

2.  Click  on  [Blank  Database]  - (on  right-hand  side  under  "new") 


S Microsoft  Access 


File  Edit  View  Insert  loots  Window  Help 


This  opens  the  "File  New  Database"  dialog  box 
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3.  Enter  the  following: 

• "Save  in"  field  - C:\Program  Files\PRECIS 

• "File  name"  field  - SpmnReports 

4.  Click  on  [Create] 

» This  will  open  the  "Link"  dialog  box 


HTML  Documents  (*.html;*.htrn) 
Outlook]) 

Paradox  (*.db) 

Text  Files  (*.txt:*.csv:*.tab;*.as< 


I ODBC  Databases  Q 
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2.  Link  SpmnReports  database  to  MySQL  SpmnData  database  and  link 

tables 

1.  Click  on  [File] 

2.  Click  on  [Get  External  Data] 

3.  Click  on  [Link  Tables] 

» This  will  open  the  “Link"  dialog  box 

4.  Enter  the  following: 

• "Look  in"  field  - C:\SpmnReports 

• "Files  of  Type"  field  - ODBC  Database  0 (Scroll  down  in  the  field  to  select  an  option) 

» This  will  open  the  "Select  Data  Source"  dialog  box 


5.  Select  the  "Machine  Data  Source"  tab 

6.  Select  Data  Source  name  "Spmn" 

7.  Click  [OK] 

» This  will  open  the  "Link  Tables"  dialog  box 
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» A list  of  tables  in  the  MySQL  Spmn  database  will  be  displayed 

8.  Click  [Select  All] 

9.  Click  [OK] 

» For  ±5  tables  the  "Select  Unique  Record  Identifier"  dialog  box  will  appear,  displaying  a list 
of  fields  in  that  table 

10.  Click  [OK] 

» At  the  end  of  this  process,  all  SpmnReports  database  fileswill  be  linked  to  all  the  tables  in 
the  MySQL  SpmnData  database.  This  is  indicated  by  an  arrow  and  globe  appearing  to  the 
left  of  each  table  name. 


Note:  The  data  remains  in  the  MySql  SpmnData  database. 
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The  Query  and  Reports  functions  of  the  new  Access  SpmnReports  database  can  now  be  used  to 
generate  selected  outputs  using  the  data  in  the  MySQL  SpmnData  database. 


About  SABONET 


This  publication  is  a product  of  the  Southern  African  Botanical  Diversity  Network  (SABONET),  a programme  aimed  at 
strengthening  the  level  of  botanical  expertise,  expanding  and  improving  herbarium  and  botanic  garden  collections,  and 
fostering  closer  collaborative  links  among  botanists  in  the  southern  African  subcontinent. 

The  main  objective  of  SABONET  is  to  develop  a strong  core  of  professional  botanists,  taxonomists,  horticulturists,  and 
plant  diversity  specialists  within  the  ten  countries  of  southern  Africa  (Angola,  Botswana,  Lesotho,  Malawi,  Mozambique, 
Namibia,  South  Africa,  Swaziland,  Zambia,  and  Zimbabwe).  This  core  group  will  be  competent  to  inventory,  monitor,  evalu- 
ate, and  conserve  the  botanical  diversity  of  the  region  in  the  face  of  specific  development  challenges,  and  to  respond  to  the 
technical  and  scientific  needs  of  the  Convention  on  Biological  Diversity. 

To  enhance  the  human  resource  capacity  and  infrastructure  available  in  the  region,  SABONET  offers  training  courses, 
workshops,  and  collaborative  expeditions  in  under-collected  areas.  The  programme  produces  a newsletter,  SABONET 
News,  and  a series  of  occasional  publications,  the  Southern  African  Botanical  Diversity  Network  Report  Series,  of  which 
this  publication  is  part. 

SABONET  is  co-funded  by: 

• The  United  States  Agency  for  International  Development  (USAID/World  Conservation  Union — Regional  Office  for 
southern  Africa  (IUCN-ROSA) 

• The  Global  Environment  Facility  (GEF)/United  Nations  Development  Programme  (UNDP) 

For  more  information  about  our  projects  in  southern  Africa  contact  one  of  the  following  addresses: 


General  enquiries  about  SABONET 
SABONET  Coordinator 
c/o  South  African  National  Biodiver- 
sity Institute 
Private  Bag  X101 
Pretoria  0001 
South  Africa 
Tel:  (27)  12  843  500 
Fax:  (27)  12  804  3211/5979 
E-mail:  info@sabonet.org 
http://www.sabonet.org 

ANGOLA 

Luanda  Herbarium 

(Prof.  Esparanga  Costa) 

Universidade  Agostinho  Neto 

Rua  Fernando  Pessoa  No.  103 

Villa  Alice 

Caixa  Postal  3244 

Tel:  (244)  2 336  168 

Fax:  (244)  2 336  168 

E-mail:  esperancacosta@yahoo.com 

BOTSWANA 

Botswana  National  Museum 
National  Herbarium 
(Mr  Nonofo  Mosesane) 

Private  Bag  00114 
Gaborone 

Tel:  (267)  3973860/3974616 
Fax:  (267)  311186/3902797 
E-mail:  nmosesane@gov.bw 

LESOTHO 

National  Environment  Secretariat 
(Mr  Thulo  Qhotsokoane) 

Ministry  of  Environment 
Private  Bag  A23 
Maseru  100 


Tel:  (266)311  767 

Fax:  (266)  310  506/321505 

E-mail:  tghotsokoane@ilesotho.com 

MALAWI 

National  Herbarium  and  Botanic  Gar- 
dens of  Malawi 
(Dr  Zacharia  Magombo) 

P.O.  Box  528 
Zomba 

Tel:  (265)  1 525  388/118/145 

Fax:  (265)  1 524164/108 

E-mail:  zlkmagombo@hotmail.com 

MOZAMBIQUE 

LMA  Herbarium  (Ms  Samira  Izidine) 

Instituto  Nacional  de  Investigagao 

Agronomica 

Caixa  Postal  3658 

Mavalane 

Maputo 

Tel:  (258)  1 460  255/130/190/097 
Fax:  (258)  1 460  074 
E-mail:  sizidine@yahoo.com 

NAMIBIA 

National  Herbarium 

(Dr  Gillian  Maggs-Kolling) 

National  Botanical  Research  Institute 

Private  Bag  13184 

Windhoek 

Tel:  (264)  61  202  2020 

Fax:  (264)  61  258  153 

E-mail:  gmk@nbri.org. na 

SOUTH  AFRICA 
National  Herbarium 
(Prof.  Gideon  Smith) 

South  African  National  Biodiversity 


Institute 

Private  Bag  X101 
Pretoria  0001 
Tel:  (27)  12  843  5000 
Fax:  (27)  12  804  3211/5343 
E-mail:  smithg@sanbi.org 

SWAZILAND 
National  Herbarium 
(Mr  Titus  Dlamini) 

Malkerns  Agricultural  Research  Sta- 
tion 

P.O.  Box  4 
Malkerns 

Tel:  (268)  52  82111/83017/83038 
Fax:  (268)  52  83360/83490 
E-mail:  sdnh@africaonline.co.sz 

ZAMBIA 

Herbarium 

(Dr  Patrick  Phiri) 

Department  of  Biological  Sciences 
University  of  Zambia 
P.O.  Box  32379 
Lusaka 

Tel:  (260)  1 293  158 

Fax:  (260)  1 294806/253952 

E-mail:  Pphiri@natsci.unza.zm 

ZIMBABWE 

National  Herbarium  and  Botanic 
Garden 

(Ms  Nozipo  Nobanda) 

P.O.  Box  A889 

Avondale 

Harare 

Tel:  (263)  4 708  938/744170/745230 
Fax:  (263)  4 708  938 
E-mail:  srgh@mweb.co.zw 
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